
Your Cheat Sheet to Writing 
Insanely Effective Emails

PROCESS

1. Address their concern
2.  State your main point and what’s in it for them
3. Use bullet points for supporting information

4. Include proof of your main point
5. Clearly state your request
6. Write a killer subject line

CHECKLIST

q What exactly do you want the reader to do? Is there a Call to Action? 

q Is the first sentence about the reader?

q How can you simplify the details? 

q If length isn’t an issue, can you include a statistic, link or example? 

q Is your subject line specific and interesting? 

q Is the main point clearly written? Did you identify a timeline when you’ll follow up? 

q Can you use 30% fewer words? 

q Did you use simple words and sentences? 

q  Can you use bullet points and shorter paragraphs? Did you add space  
between paragraphs? 

q  Did you bring value to the reader? Can you make their day? Does it change the 
message you want to send when you look at it from their point of view and ask,  
“Why does this matter to me? Why do I care?”

BONUS POINTS

• If your email is a reply, skip item #1 and update the subject line.

•  Improve the visual layout. Long blocks of text don’t get read. Use bullet points and 
spacing between paragraphs. 

•  Don’t use capitalization; it’s the email equivalent of shouting. 

•  Use bold text only if you know your audience well and the emphasis helps them to 
scan the information. Bolded text can sometimes register as the email equivalent of 
an infomercial.

•  Know when to abandon email messaging. Email is not an appropriate format for 
lengthy or dense information. Email should be used as a means to create action 
outside of email. Can you use a meeting, a video or a graphic instead of email text? 


