
A good email takes your readers on a journey from an engaging opening line, to a 
message that speaks to their problems and challenges, to a clear call-to-action that 
makes clicking through a natural and easy next step. 

The journey to a response, click-through, or “conversion” can take a million different 
routes, but there are no shortcuts—just the time-tested guideposts of clear, concise, 
empathetic writing to make sure your prospects complete the trip. 

To craft a message that works, use these rules of the road:

The Anatomy of the Perfect 
Email: The Message
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Of course, the whole point of your email is to get your prospect to take an action. 

Whether you want her to download a helpful piece of content, sign up for a free trial, or register for 
an event, begin with the offer in mind. 

What problem will your offer solve? Why is your offer appealing to prospects who face that 
problem? The backbone of your email copy lies in the answer to these questions. 

Once you’re clear on the purpose and appeal of your offer, you can start actually writing…

START WITH YOUR OFFER

ENGAGE YOUR READER FROM THE VERY FIRST LINE
Most people don’t read beyond the first few lines of a marketing email—if they even make it that far. 
Your opening line offers your best chance to grab their attention, so don’t waste it. 

According to the writing experts at Copyblogger, the three key elements of a captivating opening 
are (1) empathy, (2) the promise of a benefit, and (3) reassurance that reading on is worth the 
reader’s time.

BUILD THE PERFECT EMAIL

LAY OUT THE PROBLEM, AND OFFER A SOLUTION
If your readers have made it this far, they’re probably interested enough to read further—but they 
want more details. 

Use the next section of your email to flesh out your message. Explain more clearly the nature of the 
problem and why your offer will help solve it. 

Don’t be long-winded; be direct and informative.



BRING YOUR READER HOME WITH YOUR CALL-TO-ACTION
It’s now or never. Your prospect understands the salient points about the issue at hand, so if she’s 
ready to act, she’ll act now. So prompt your prospect to take action with a link to your offer. 

Make it easy for her. Again, clearly state the benefit of clicking through. Include the link on a 
separate line of text to make it stand out visually.

DOUBLE CHECK EVERYTHING FOR CLARITY + EMPATHY
Now, go back to the beginning and re-read the whole message, applying the following checklist to 
every paragraph, sentence, and word: 

• Is it as clear as possible? 

• Is it written from my prospect’s point of view? 

• Is it concise (paragraphs no more than ~5 lines and sentences of no more than ~15 
words)? 

• Did I use any unnecessary business jargon that could be replaced with something more 
conversational? 

• Did I make it as easy as possible for my prospect to click through? 

Most importantly, ask yourself: is my message relevant—to my offer and to my prospects? 

Letting a colleague review your message, or setting it aside and revisiting it in a couple of days, can 
be good ways to get a fresh take. 

Of course, in the end, the best email message is the one that works, so always track your results 
and incorporate their lessons into each new email.
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