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Write Better Emails 
Strategies  
A.   Analyze your reader’s 

needs and context  
B.   Use a point+support+ 

call-to-action structure 
C.   Create a clear subject 

line that includes 
keywords and is easy 
to categorize 

D.  Use appropriate 
salutations 

 
Impact 
Workplace writers should 
be purposeful about how 
they craft their emails 
because: 
§   Emailing takes up 

anywhere between 
25-50% of our time at 
work 

§   Most business 
executives also email 
outside of work hours 

§   Email is the vehicle for 
other work we do too, 
like sharing 
documents and ideas 

§   Most email readers 
are busy and receive 
hundreds of emails 
per day; yours should 
stand out. 

                                       

 

 
Increase Positive Responses to Your 
Emails by Making Them Work for 
Your Reader 
Many of us start and end our workdays checking email, and do 
so hundreds of times in between. The volume of emails 
received by today’s American and international employees 
makes emailing a top daily concern. To ensure your emails get 
fully read, understood, and responded to, make things 
smoother for your reader by streamlining your email writing. 

Easy-to-read emails clarify their purpose; feature clear 
organization, reader-oriented content, and concise wording; 
and use keywords in their subject lines.  

In addition to structuring and writing emails successfully, we 
should also use tools like CC, Reply All, and Forward in a way 
that doesn’t add to a reader’s email overload: 

§   CC: CC readers who need to know the information in the 
email, but who don’t need to take action.   

§   Reply All: Use Reply All only when all potential recipients 
need to take action or need to know about the email.  

§   Forward: Forwarding emails is a way to bring someone 
new into the loop. However, ensure you do these first:   

o   alert original readers to the addition of new readers 
o   provide additional context or background to catch 

new readers up 
o   consider deleting prior content that previous 

writers in the email chain didn’t intend for 
forwarding. 
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STRATEGIES 
Analyze your reader’s needs. 
Since emails are written to a specific reader, 
take the opportunity to analyze what’s 
important for that person or group of people, 
and tailor your content and word choice 
accordingly. Consider issues like: 

§   The level of context your reader already 
has, or still needs, in order to understand 
the email’s purpose and to respond 

§   The reader’s role in the topic 
§   Your reader’s busy schedule. Keep 

language use concise by focusing on a 
subject/verb sentence structure.  

You can make your writing more concise by 
starting sentences immediately with your 
subject or main character, and then adding a 
verb: “All new recruits (subject) should read 
(verb) the attachment.” 

 

Use a point, support, call-to-
action structure. 
Emails should get right to the point to fit in 
with your reader’s busy day. When in doubt, 
use the following structure: 

Point: Your first paragraph (often even your 
first sentence) should clarify your point and 
purpose immediately. Ensure it tells readers 
why they’re receiving the email and what they 
are expected to do in response.  

Support: Your body paragraph(s) should 
provide explanation and supporting details 
for your main point. 

Call to Action: Close your email with a final 
paragraph summing up next steps. 

Create an effective subject line. 
Many readers decide whether to open an 
email based on the subject line alone. 
Subject lines are also used by auto-filters to 
organize emails into folders. Furthermore, 
when we read emails on our phones, longer 
subject lines can get cut off. For these 
reasons, good subject lines should: 

§   Use 6-8 words or fewer 
§   Use meaningful nouns and verbs, and 

avoid small fluff words   
§   Incorporate the use of keywords to help 

auto-filters recognize content 
§   Frontload information by putting the 

most important concepts first, in case 
latter parts of the subject line don’t show 
on smaller screens. 

Avoid using all-caps or overusing 
“importance” flags in subject lines. 
 

Use appropriate salutations. 
To open and close emails, consider your 
relationship with the reader, and the purpose 
and tone of your email, before deciding on 
hellos and goodbyes. 

Greeting choices should correspond to your 
level of familiarity with the reader. Use 
“Dear” or “Hello” rather than “Hi” when 
writing to a reader you’re less familiar with. 

Closings and signoffs should similarly 
consider the need for formality. Safe bets 
like “Best,” “Regards,” or “Sincerely” can be 
used in more formal writing situations. Use 
“Thanks” or “Thank you” only if the email 
topic included something you’re thankful for. 

 


