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M A S T E R  T H E  A R T  O F  B U S I N E S S
C O M M U N I C A T I O N

W W W . U P L I F E W A Y . C O M

Define the Purpose
& Audience
Determine who your
target audience is so you
can better solve their pain
points.

STEP 01

Use a Clear &
Concise Subject Line
Make your subject line
descriptive, clear, and
concise to increase the
chances of your email
being read. Avoid using
vague or generic subject
lines.

STEP 02

Keep Message Short &
to the point 
Keep emails short and
concise with short
paragraphs and bullet
points. Break up large
amounts of information
into multiple emails or
attachments.

STEP 03

Use a Professional Tone
& Simple Language
Write emails using
professional tone and
simple language. Use
proper grammar, spelling,
and avoid all caps or
negative sentiment.

STEP 04

Include a Call to Action
Include a clear call to
action in your email. Be
specific and use a deadline
if necessary. Make it easy
for the recipient to
respond.

STEP 05

Use a professional email
signature
Create a signature with
contact details to make it
easy for people to reach
you. Businesses may have
custom signatures, but
you can create your own
using online tools.

STEP 06

Proofread Your Message
Proofread your email
before sending. Check for
errors and clarity, and read
it aloud to ensure smooth
phrasing. Once sent,
emails cannot be undone.

STEP 07


