
 

Top Tips/Mistakes 

 

Copyright 2017. Barbara Grassey. All Rights Reserved.

 

Top Tips/Mistakes 

Guide 
 

 

 

 

 

 

 

 
 

Copyright 2017. Barbara Grassey. All Rights Reserved. 

Top Tips/Mistakes 

 



Big Profits from Little Books  1 

 

Top Tips/Biggest Mistakes Guide 

 

A quick way to put together a book or information product is to create a 

collection of tips. People love anything that makes their work go faster or more 

easily, preferably both. That’s why so many articles and books have titles like Nine 

Ninja Hacks or Seven Secret Strategies (yeah, alliteration is big with this type of 

book, too).  

The “Top Tips” Guide can address a variety of topics: biggest mistakes, top tips, 

ways to do or find something, etc. So, let your imagination open up. This type of 

guide can be used again and again in so many ways.  

Another flexible component of this type of guide is the number of tips or topics 

you discuss. You can make this as long or as short as you want. I have one lead 

generator that gives the top 10 ways to find motivated sellers. I also put together 

a little book called 21 Top Online and Offline Marketing Tips. (I took tips that I had 

sent out as an email/autoresponder series and put them all in one place in a 

Kindle book.) You can use a stripped down list as a lead generator and then upsell 

the fleshed-out book for a few dollars (or more).  

Let’s start with the Top Tips Guide, then we’ll outline the Biggest Mistakes Guide.  
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The Top Tips Structure 

 

WHAT      the tip is 

WHY     it’s important 

HOW    to do it 

CASE STUDY  or Example 

CHECK LIST    or Action Steps to help the person do it 

 

Let’s break it out. 
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The WHAT 

 

Come up with your Top 10 Tips. Think about the questions that people ask you 

about your business, the most common problems that you solve. What are some 

ninja moves that you have picked up along the way? Yes, your BEST moves. Give 

‘em up.  

Using the worksheet on the following page, come up with a Top 10 list. I usually 

brainstorm 15, 20, or more. Some of the tips may be closely related. In that case, 

put them together, using the “lesser” tip(s) to support and build on the main tip.  

Now see if you can put them in any logical order. It could be chronological, it 

could be a progression from easy to difficult or small return to big return on 

investment.  

Then, write out what the tip is in detail and possibly the story of how you 

discovered it. 
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Top 10 Tips Worksheet 

Come up with a minimum of 10 tips. I recommend brainstorming 15-20 tips so you can choose 

your best tips and/or those tips that complement each other. 

 

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

4. ________________________________________________________________________ 

5. ________________________________________________________________________ 

6. ________________________________________________________________________ 

7. ________________________________________________________________________ 

8. ________________________________________________________________________ 

9. ________________________________________________________________________ 

10. ________________________________________________________________________ 

11. ________________________________________________________________________ 

12. ________________________________________________________________________ 

13. ________________________________________________________________________ 

14. ________________________________________________________________________ 

15. ________________________________________________________________________ 

16. ________________________________________________________________________ 

17. ________________________________________________________________________ 

18. ________________________________________________________________________ 

19. ________________________________________________________________________ 

20. ________________________________________________________________________ 
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WHY the tip is important: 

 

What’s so great about this tip? What benefit does it bring to the reader? 

Remember, your audience always wants to know WIIFM—What’s In It For Me.  

In sales, trainers talk about features and benefits. Think about the features of the 

tip. For example, suppose you have a tip that tells people to plan their weekly 

menu in advance.  

Will it save people time? Money? How much?  

Could it possibly save someone’s life?  

I have a binder I use to plan out my blog content. A feature might be that it 

organizes my blog ideas by the month. A benefit of that might be that I don’t sit 

down each week and wonder what I should write about—I’ve already planned it 

out. A benefit for my reader may be that they get a progressive content arc, one 

week’s material builds on the last week’s post.  

Using the worksheet on the following pages, write out 1-3 features of each tip 

and then match it with how it benefits your reader/potential client.  
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Features/Benefits Worksheet 

 

   FEATURE     BENEFIT 

Tip 1:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 2:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 3:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________  

 

Tip 4:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 5:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 
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   FEATURE     BENEFIT 

Tip 6:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 7:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 8:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________  

 

Tip 9:     ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 

 

Tip 10:    ______________________________  ______________________________ 

______________________________  ______________________________ 

______________________________  ______________________________ 
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How to Apply the Tip: 

 

This is where the rubber meets the road. How does the reader go about putting 

this tip into use? If there is more than one way to apply it or if it can apply to 

different situations, go ahead and tell three to five different ways the reader can 

use this to their benefit.  

 

This is also a good spot to ask people to share their stories with you of how they 

have applied the tip. This is great way to get future book ideas, case studies and 

possible testimonials.  
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Case Study: 

 

Show how this tip has been applied to a real life example or, conversely, show 

how not using the tip has resulted in a bad situation.  

If you have a personal story—either a client you have worked with or perhaps 

something that you yourself have done—then use it.  

Structuring a Case Study:  

How you structure the case study depends on what you are showing. For 

example, if you are a life or career coach, you might take an example of someone 

who came to you who had  been laid off from their job and didn’t know what to 

do next.  

For someone who is teaching real estate investing, your case study may include 

details that look like this:  

• How I found the deal 

• What the owner’s situation was 

• How much fix up it needed 

• What I paid for the property/How I structured the acquisition 

• How much I actually put into the property, time and money 

• How much I sold the property for 

• Net Profit 

If you help with weight loss, you could use: 

• Person’s First Name 

• Stats such as age, height and weight 

• Any particular weight loss challenges 

• Diets/Programs they had tried before 

• How much weight they lost 

• A quote from them telling how happy they are with their progress 



Big Profits from Little Books  10 

 

There are as many ways to structure a case study as there are case studies. The 

underlying rule of thumb is to show a successful transformation. Ideally, you want 

to use case studies that address your target market’s most common needs.  

If you do not have someone’s permission to use their situation as a case study, 

you can give a fictionalize name—just make sure you put a note at the beginning 

of the book saying that some of the names have been changed to protect your 

clients’ privacy. You should also change any other identifying factors, if necessary.  

If you do have permission to use someone’s story as a case study (or testimonial), 

make sure you show them in a good light (of course), give their name and if they 

want, give a website if they are a business that you have helped. It never hurts to 

give a client a boost by sending business their way. If you have a photo of the 

client that you can use, then do so. Having a picture next to a name gives the case 

study or testimonial greater credibility.  
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Checklist or Action List:  

 

If your book is showing people how to do something, then give them the next 

steps they can take. You can give an action for each step as you go and/or put 

each action step in a list at the end of the book/report. 

You might also add in worksheets or spreadsheets. I like to put a graphic of the 

worksheet or spreadsheet in the book and give people a link to my website where 

they can receive a downloadable/printable copy via email. People can print out 

the worksheets, but a spreadsheet really needs to be downloadable in order to 

take advantage of its functionality.  

You should always have links back to your website in your book. If you are using 

tags in your forms, you can see who is more interested in what you have to say. It 

helps you target the people who are interested enough (i.e., have a more pressing 

need than others may) to actually go through your material and engage.  If 

someone downloads your free book and then goes back to get a spreadsheet, you 

can put them into a second autoresponder series specifically for those people that 

moves them through your sales funnel. 
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Biggest Mistakes Guide 

 

Multiple studies show that people fear loss and that it is even more of a motivator 

than moving towards a “gain.” The idea behind a Biggest Mistakes Guide is that 

people want to avoid loss and you are the person who can help them with that. It 

is always better to learn from someone else’s mistakes, or at least that’s the 

theory. (I once had someone tell me, “I need to make my own mistakes.” 

Nooooo! You don’t! That attitude cost her tens of thousands of dollars, by the 

way.)  

To get started, decide on your topic. You might take a broad overview of your 

business or focus on one aspect of it, perhaps the aspect that is most in demand 

or is something you view as an entry point for your clients.  

Using the worksheet on the following page, make a list of the top 10 (7, 9, 

whatever) mistakes you see in your industry, or perhaps the 12 (or 6 or 7) most 

frequently asked questions you receive or misconceptions people have. 

See if they lend themselves to any particular order:  Least common to most 

common, least costly to most costly, most asked, etc. It doesn’t matter WHAT 

order you put them in; you just need to have a logical order. The structure will 

help people make sense of what  you’re telling them. 

I like to end with the biggest or most damaging. Why? It has the most drama to it 

and it keeps people reading to the end – or at least maybe they’ll skip to the end.  
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Biggest Mistakes Worksheet 

Come up with a minimum of 10 mistakes that you see people make. I recommend 

brainstorming 15-20 tips so you can choose the most common place (i.e., a 

problem that will resonate with the most prospects).  

1. ________________________________________________________________________ 

2. ________________________________________________________________________ 

3. ________________________________________________________________________ 

4. ________________________________________________________________________ 

5. ________________________________________________________________________ 

6. ________________________________________________________________________ 

7. ________________________________________________________________________ 

8. ________________________________________________________________________ 

9. ________________________________________________________________________ 

10. ________________________________________________________________________ 

11. ________________________________________________________________________ 

12. ________________________________________________________________________ 

13. ________________________________________________________________________ 

14. ________________________________________________________________________ 

15. ________________________________________________________________________ 

16. ________________________________________________________________________ 

17. ________________________________________________________________________ 

18. ________________________________________________________________________ 

19. ________________________________________________________________________ 

20. ________________________________________________________________________ 
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For each individual mistake:  

• First say what the mistake is.  

• Tell how you first noticed it (or if you did it). 

• Tell why it is such a bad mistake: What are the costs to people? What are 

the repercussions?  

• Tell how to AVOID the mistake. 

• Tell how to fix the mistake if they did do it. 

 

You can talk about misconceptions in much the same way:  

• State the misconception 

• How the misconception came about (if you know) or why you think it exists 

• Tell why it’s wrong.  

• Set it straight. “Here’s how it really is.” 

• Give them a reason why this special knowledge is advantageous to them, 

i.e., how they can apply it.  

 

As with the Top Tips book, give case studies if you can and then give your readers 

a Call to Action or an Action Check List.  
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It’s Time to Start Writing 

 

Top Tips or Biggest Mistakes Guides serve two purposes: First and foremost, it 

helps your reader by giving them insider knowledge. It cuts their learning curve 

and can save them from making costly mistakes.  

Second, it shows that you know what you’re talking about. It gives you credibility 

and establishes you as an authority. This type of little book clearly demonstrates 

your knowledge and your ability to use that knowledge to help your clients. 

Third, it opens up the Law of Reciprocity. You have helped the reader. They will 

feel some sense of obligation to you, whether it is just to remain on your email 

list, interact with you on social media, and/or work with you at some point in the 

future. 

Little books allow your readers and potential clients to get to know you. They help 

you stand out from others in your field and they make a solid first step in 

developing a relationship.  

Best of all, they can be written in as little as an afternoon, though I recommend 

spending a bit more time on them. Strive to give your best information and make 

sure that you present that information in the best possible light: Check your 

spelling and grammar, put it in a format that is easy to read, and most 

importantly, HIT THAT PUBLISH BUTTON! 

To Your Success, 

BarbaraBarbaraBarbaraBarbara    


