
ADMAIL SPECIFICATIONS
General Information

- All creative subjected to review by Chicago Tribune Interactive
- All images/graphics served by Chicago Tribune Interactive
- Chicago Tribune Interactive disclaimers appear at top and bottom of e-mail
- Repeat creative sent to the same audience by the same advertiser/marketer is subject to approval

Creative Standards
- Must work in Internet Explorer 5.5 and Netscape 4.7
- File size (images + graphics + html) < 40k (6+ seconds on standard modem) Recommended size < 30k (5 seconds)
- Overall width = 600 pixels
- All animation subject to approval, no strobing effects
- No Flash
- The use of white or light text is prohibited. Some e-mail clients do not support html and will only display the text of  

the e-mail on a white background.
- Important information in the message must be displayed in text. Images are to be used to enhance the look and feel

only. E-mail clients are moving towards image blocking as a default setting.

Include something special for Chicago Tribune Interactive members – Customer value should drive design
Think service, not marketing. This works to your advantage. Choose one of these tactics:

- Highlight an offer
When appropriate, offer a discount, free gift, or rebate; it’s the most powerful producer of customer response. Make
sure the offer has an expiration date; more people respond to an offer when there’s a limit on the amount of time
they have to do so.

- Emphasize benefits (value), not features (information)
Features are what the product has. Benefits are how it improves your life. The “7-horsepower engine” in a snow
blower is a feature. “The horsepower to clear 10 inches of snow from 40 feet of sidewalk in 20 minutes” is a bene-
fit. If you have an important, valuable benefit, you may want to put this in the headline instead of an offer.

- Tie in with a timely product
Is the hot summer the talk of your town? Invite people to stop by your store for iced tea. You’re not just a merchant, 
you’re a member of the community.

Client provides:
- Subject line
- All copy for text version
- All html for graphic version
- All graphics and images
- Mailing address and electronic opt-out information
Please supply electronic versions of all materials. Production will not start (nor production timeline)
until all materials are  received.

Subject line
Subject lines should include the name of advertiser and the specific offer. Be direct and to the-point, honest and straightforward.
Do not trick the reader; they will feel taken advantage of. The subject line determines if your e-mail gets opened or immediately
deleted.
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ADMAIL SPECIFICATIONS
Avoid looking like spam – we will not send out messages that look like spam

- DON'T USE ALL CAPS
- Don't use hyperbole or make offers that seem too good to be true
- No dollar signs, asterisks, emoticons :)
- Don't use exclamation points!

If an exclamation point or other unusual character is part of your brand name, put your name in the
middle of the subject line, not at the end.

Example:
Be the first to see Mamma Mia! in Chicago
instead of
Be the first to buy tickets to Mamma Mia!

Good design principles – Use these as a guideline
- One thing dominates the page

Could be a headline or a picture but not both. When you emphasize everything, you emphasize nothing. Too many 
voices is noise.

- A combination of graphics and text is compelling
The image draws you in, the text explains why.  Use html for text instead of text as graphics to save file size.

- The primary message should be in the top 1/3 of the e-mail
This often determines whether your entire message gets read.

- Use white space
If something is too dense, it's overwhelming. If it's open and airy, it's friendly and inviting.

- Make the logo/branding and the call-to-action clear
Make sure you can see these without searching. You want to leave a lasting impression, even on someone whose
attention is divided.

Other guidelines
- Be credible

The voice of the message should be friendly, down-to-earth and honest. Don't be pushy, over-promise, or oversell; a 
casual tone is best. Use proper punctuation and grammar, correct spelling.

- Make certain your contact information is clear
It enforces the sense that this message is coming from someone, that it’s a personal Relationship. Personal connec-
tions are more successful than bulletin broadcasts.

- Benchmark performance over time
Measure response rates. Customer response diagnoses health of brand relationship.
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Chicago Tribune Interactive standard 
disclaimer (required)

Must include mailing address and 
electronic opt-out information (required) 

Whitespace
If this area were filled with dense 
information, you might lose readers in 
detail. They may never make it to the call-
to-action. 

Links
Text links and graphics that link to the 
advertiser's website throughout, but 
especially towards the top of the admail.

Primary message in top 1/2
This mail gets right to the point. The call-
to-action is clear and at the beginning of 
the message

One thing dominates
Here it’s an html text call-to-action, 
headline and graphic. The bold imagery 
draws the reader's attention.

Chicago Tribune Interactive standard 
disclaimer (required)

Subject line
Clear and to-the-point. The reader knows 
what to expect and exactly who the 
message is from: Get Hairspray tickets 
before they go on sale from Broadway In 
Chicago

This admail does a number of things right.  It is designed well and its message is clear as a result. The reader’s attention is 
immediately drawn to the headline and graphic and then taken logically through the information in order of priority. The admail is 
designed with a good balance of images and html text to ensure that the message will be received despite image blocking devices. 
This kind of design has a history of producing better results in direct mail pieces.

Links
Text links and graphics that link to the 
advertiser's website towards the top of 
the admail.
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