
Research shows that people decide whether they’re 
going to open an email when they see the subject line.

Tailor your subject lines to grab the recipient’s 
attention and explain how reading it will benefit them.

Too many emails waffle then end.  If you want 
someone to do something after they’ve read your 
email, tell them what to do and make it easy.

People are busy (and are probably being bombarded 
with emails) so say what you want to say as clearly and 
quickly as possible.

Always write as you’d speak.  

One tip is to imagine you’re with a group of 
professional contacts and having a chat over your first 
drink.

A lighter tone of voice makes you appear more 
approachable which in turn makes it more likely you 
will connect with the reader/s.

S stands for (explain the) situation.
C stands for (highlight the) complication.
R stands for (your suggested) resolution.
A is (where you present your call to) action.
P is for a polite close.

10 ½ ways to make your emails more 
engaging (and more likely to get read)

1. The subject line matters

2. Tell them what you want to do next 

3. Be succinct

4. Chat

5. Be human

6. SCRAP it!

How can you do BD when you can’t do BD?  
Pt 4:  Working from home (and other bits)



Always write from the perspective of the recipient. This 
means trying to help wherever you can and referring to 
‘you’ not ‘we’ wherever possible.

Names matter.  Think about exactly how your contact 
likes to be addressed.  Is it better to start with ‘Hi’ or 
‘Hello’?  And is David a ‘David’ or a ‘Dave’? 

Your emails be easy on the eye.  Break up large sections 
of text and use sub-headings for longer 
communications …

… and always, always use spell check before sending.

Emails are best when they’re not contentious.  If more 
personal sensitivities are involved it’s always best to 
write the email, save it as a draft and return to it the 
following morning. 

And try to begin with the end in mind; aggressive 
emails are highly unlikely to get you to the outcome 
you want so it’s best not to act in the heat of the 
moment.

They just look rubbish and it looks like you are shouting 
at your reader.

7. You, you, you

8. Get your salutation right

9. Appearances matter

10. Don’t rush

10½. Don’t use capitals (or bold)
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Can we help your professional service firm grow? 

Size 10½ Boots work solely with the professional services. 

If you would like to discuss any aspect of your marketing or BD call us on 0115 977 9817 or 

email claire@tenandahalf.co.uk and book your FREE initial 45 minute consultancy.


