INFLUENTIAL EMAIL WRITING

Checklist

‘ Email Design to Capture and Sustain a Person’s Attention
[ ] Audience - Know your audience. What is their title, do they have a role in the decision-
making process, and what are they sitting around their office complaining about?
[ ] Outcome(s) - Identify your end goal. What outcome(s) do you seek from this email?

[] Personalization - Include specifics about industry pains and experiences, clients, etc. so it
doesn’t sound generic. “Some of the most common challenges we see in the XX industry...”

[] First Line - What's in it for them? Why should they care? What would motivate them to
keep reading?

[ ] Value-Add - Offer something of value. Share expert advice, a resource, an industry article,
or things to be aware of.

[ ] Call-to-Action (CTA) - Create demand with a call-to-action.

4" Impactful Email Self-Assessment

[ ] Determine - Is email the best way to communicate this?

[] Copy-Edit - Has the email been reviewed for grammatical and spelling errors?
[] Avoid - / and my and replace with you, your, and (at minimum) we, us, and our.
[ ] Capture Attention - Are the subject line and opening sentences engaging?

[] Evaluate Length - Is the email too long? Will it be daunting to read?

[] Remove Needless Words - Consolidate thoughts and sentences to make your message
more succinct.

[ ] Test Readability - Are there lengthy and multiple paragraphs? Use bullet points and
attachments to break up large amounts of text.

[ ] Judge Uniqueness - Are the value-adds you offer unique? How can you be sure? Can
anyone in your industry offer the same thing?

[] Sandwich - Are the most important parts of your email buried in the middle?

[ ] State Expectations - Have you communicated what you need, when you need it, and
why you need it?


https://MindsetGo.com
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