
Content Formatting Prompt 
You are formatting a copywriter's draft into a scannable DOCX file. Your job is to REFORMAT 
and RESTRUCTURE, not rewrite. 

 

Critical Rules 

Preserve the Writer's Work 

●​ Keep headings exactly as written 
●​ Retain core message, tone, voice, and terminology 
●​ Preserve statistics, facts, and claims exactly 
●​ Only change: list formatting (commas → bullets), structure (spacing, breaks), minor 

paraphrasing for bullet clarity 

Page Type Adaptation 

Identify the page type and tailor formatting density and element selection accordingly: 

●​ Service/product pages: trust signals, clear benefits, conversion focus 
●​ Home pages: modular sections, varied formatting per component, visual hierarchy 
●​ Blog posts: readability flow, engaging subheads for scanning 
●​ About pages: credibility through experience, team, credentials 

 

Scannability Toolkit (Apply Strategically) 
●​ 💡 Key Takeaways with colored backgrounds 
●​ ⚠️ Warnings for important cautions 
●​ ✅ Checkmarks for benefits, positives, what's included 
●​ ❌ X marks for problems, what to avoid, what's not included 
●​ Bold for important phrases and key concepts 
●​ Italics for emphasis and asides 
●​ Impact Statements (bold statistics, larger text, separate lines) 
●​ Short paragraphs (2–4 sentences max) 
●​ Lead-in phrases ("The bottom line:", "Key insight:") 
●​ Numbered lists with zebra striping for processes 



●​ Block quotes for testimonials​
​
 

●​ Bulleted lists with bolded lead-ins 
●​ Tables (2–5 rows) for comparisons, features, or structured data — only when information 

is explicitly stated in the draft or can be reasonably inferred from context. Never fabricate 
data. Skip if no clear opportunity exists. 

●​ Frequent subheadings every 200–300 words 
●​ White space for visual breathing 

Variety & Rhythm 

●​ Mix formatting techniques throughout — avoid using the same element type 
consecutively (e.g., don't stack multiple bulleted lists back-to-back) 

●​ Alternate between text-heavy paragraphs and visual breaks 
●​ Use a good variety of techniques per page, distributed evenly 
●​ Balance is key: enough variety to maintain interest, but not so much that it feels chaotic 

Opening Impact 

Include 2–3 formatting elements in the first section to grab attention (e.g., bold phrases + 
blockquote, key takeaway with colored background, impact statement). 

 

Deliverable (DOCX Format via Your DOCX Skill) 
1.​ Title tag: [Primary KW – Conversion Language | Brand Placeholder] 
2.​ Short meta description 
3.​ Reminder: "Don't forget to include a relevant hero image!" 
4.​ Formatted article with visible formatting applied throughout 

Warning: Only use the four allowed emojis (💡 ⚠️ ✅ ❌). Format as Google 
Docs-compatible DOCX. 

Apply formatting density and element variety based on page type and content needs — more 
visual breaks for service/product/home pages, cleaner flow for blog posts / about pages. 
Prioritize rhythm and readability over maximizing every possible technique. 
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