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Writing Effective Emails

Writing or designing an effective email requires clarity, engagement, and a clear call to
action. Follow these steps to craft compelling emails that get results.

Step 1: Define Your Purpose
Before you start writing, determine the goal of your email. Are you trying to:

Inform the recipient?

Request something?

Persuade or sell?

Follow up on a previous conversation?

Having a clear purpose helps structure your message effectively.

Step 2: Write a Compelling Subject Line

Your subject line should grab attention and encourage the recipient to open the email.
</ Keep it short (6-10 words)

<« Be specific and relevant

<« Use action words or urgency (if appropriate)

<« Avoid spammy words like “Free” or “Buy Now”

Examples:

e Bad: “Special Offer for You”
e Good: “John, Unlock Your Exclusive 20% Discount Today”
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Step 3: Start with a Strong Opening
Your opening should immediately capture interest.

e |[f formal, use a polite greeting: “Dear [Name],”

e |[f casual, keep it friendly: “Hey [Name], hope you’re doing well!”

e Mention a connection or reason for reaching out: “I came across your recent article
and found it insightful.”

Step 4: Keep the Body Clear and Concise

Be direct - state the main point in the first few lines.

Break text into short paragraphs for readability.

Use bullet points or numbering if listing information.
Personalize using the recipient’s name and relevant details.

Example (Sales Email):

“Hi Sarah,

I noticed you run a brokerage business, and | wanted to introduce [Your Product], which
helps companies increase conversions by 30%. Would you be open to a quick chat to
explore how this can work for you?”

Step 5: Eye-Catching Graphics for Template-Based Emails

Visual appeal plays a crucial role in email marketing. Use high-quality images, branded colors,
and well-designed templates to make your emails more engaging and professional. A visually
appealing email increases readability and boosts click-through rates.
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Here are a few examples-

Drive More Signups & Revenue
with PayBito’s Marketing
Webinar Series

oo m 100+
Businesses =W Ent
Promoted ‘L T:'a{:gge“eurs

WHY THIS WEBINAR?

Learn How to Increase
Trader Sign-Ups

How to Reach Your
Local Customers Online

How to Generate More ‘
® Revenue from Your
Brokerage Business

Get Insider Knowledge
e to Stay Ahead in the
Competitive Crypto Market

(Limited Seats)

ENROLL NOW contactus@paybito.com

www.paybito.com
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Step 6: Include a Clear Call to Action (CTA)
Tell the recipient what you want them to do next. Examples:

“Schedule a call here: [Insert Link]”
“Reply to this email with your availability.”
“Click here to sign up for free.”

“Enroll Now”

Step 7: Close with a Polite Sign-Off

End the email professionally and warmly.
< Best regards,

</ Looking forward to your reply,

</ Thanks in advance,

<« Warm regards,

Then, add your name, job title, and contact information.

Example:

“Best regards,

Alex Smith

Marketing Manager | [Company Name]
[Website] | [Phone Number]”

Step 8: Proofread Before Sending
e Check for spelling and grammar mistakes.

e Ensure links work correctly.
e Read it aloud to ensure clarity and professionalism.
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Bonus Tips for Higher Engagement

v Personalize emails instead of using generic templates.
v Avoid jargon and keep language simple.
v/ Test different subject lines to see what works best.

v Follow up if you don’t respond within a few days.
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