
How to Format a Blog Post 
Content is important, but format is often what makes for a good blog. Images and layout are the 
key determinants of whether a reader will click on and continue reading a blog post. The posts 
our team creates set the standard and essentially “teach” the rest of our volunteers how to 
format their submissions. This tipsheet can guide how we present our content, and how we 
format the submissions we receive. 

Headings 
Use headings and sub-headings wherever possible. 
Benefits: 

● Helps reader skim and identify sections they find interesting 
● Breaks up chunks of text 
● Gives your post structure and flow (ie. how does each section build on each other?) 

How to: 
● Create an outline for your post before writing (like an essay outline) with headings and 

sub-points. 
● Write first, then go back and identify the topic of each section. Make these your 

headings. 
Goal: 

● Use at least 2 headings/post. 

Images 
The most important factor in whether readers will click on a post and keep readings. 
Benefits: 

● Catches reader’s attention 
● Hints at the topic and sets the mood for the post (ie. will it be fun, informative, quirky?) 
● Carries reader’s eye through the post 
● Breaks up chunks of text 

How to: 
● Select a Featured Image that is: high quality/unique/colourful/controversial. 
● Edit photos to be same colour scheme (ex: all pastels, all contain green, etc.) and same 

size/shape (ex: crop to “square” vs. “rectangle”). 
● Add captions to help tell personal stories or explain graphs. 

Goal: 
● Use at least 3 images/post. More is better. 



 

Paragraphs 
An ideal paragraph is 4-5 sentences long and contains 1 idea. 
Benefits: 

● Readers can identify and grapple with 1 idea per paragraph 
● Ideas build throughout the post 
● Reader can easily skim each short bit of text 

How to: 
● Try writing down the idea of each paragraph as a Header for yourself to keep you 

focused. 
● Go back and split any paragraphs that deal with multiple ideas. 

Goal: 
● Use paragraphs no longer than 5 sentences 
● Develop 1 idea per paragraph 

 

Bullet points 
May be better than Paragraphs for informative posts. 
Benefits: 

● Communicates information quickly 
● Readers can skim easily 
● Gives structure to large amounts of information 

How to: 
● Use when you have a large amount of related points to communicate. 
● Avoid writing paragraphs within bullets. Use abbreviated language, cut out any 

unnecessary words, and seriate (use a new indented bullet) to make longer points. 
Goal: 

● Use bullets whenever possible for lists 
● Be concise (no paragraphs) 


