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No rules, only principles 

The answer to, "Can I...?" is always, "Sure.“ 

The real question is why you want to do it. 



Interactive Learning 

Multiple choice 

1. Question on screen 

2. Choose your answer(s) 

Write in 

1. Question on screen 

2. Type your answer in question box 



Write Your Answer in Question Box 

What is your #1 reason for 
putting off 

reading or replying to an email? 



 

POLL #1 

What is the most important feature of an 
effective email? (choose one) 

1. Brevity 

2. Conceptually organized content 

3. Main point for your audience up front 

4. Visually organized content 

5. Compelling subject line 



TIP 1: Main point 



TIP 1: Main point 

1. Who is your target audience? 

2. What is your desired outcome? 

3. What is the most important point you want 
to make? 



Match audience & outcome 

1. Understand the following 

– What kind of emails your audience usually 
receives 

– How they usually read/respond to email 

2. Match tone & content to achieve your 
desired outcome 



t

What kind of email is it? 

1. Call to action 

– Request 

– Offer 

– Survey 

– Gift 

2. Information/announcement 

– Newsletter 

– Valuable information 
https://optinmonster.com/13-types-
of-emails-you-need-to-be-sending-

email lis 

https://optinmonster.com/13-types-of-emails-you-need-to-be-sending-your-email-list


Follow 1-3-2 rule 

• 1-3-2 (or 2-3-1) rule 
– 1 is your main point; 2 is second most important 

thing 

– Sandwich less important stuff in middle 

• Use for sentences, paragraphs, and entire 
email 

• Look for clues you’re burying your main point: 
Desire to bold, underline, etc. in middle of 
sentence or paragraph 





Write Your Answer in Question Box 

Imagine you send a call to action 
email (request, offer, survey, gift). 

What is your first sentence? 



TIP 2: Conceptually organized 
content 



 

TIP 2: Conceptually organized 
content 

1. Main point (hook) before content or even 
background 

2. First paragraph contains main point 



How to prep for writing an email 

• Understand target audience 

• List your point(s) 

• Decide: 1 email or multiple 

• Lead with your main point 



Examples of rejection emails 

First 3 paragraphs from 

2 different journals 



 

 

 

Example 1 

I write you regarding manuscript # XXX-20-104 entitled 
“ABCD" which you submitted to [journal]. 

Our journal receives many high-quality manuscripts each year. 
Because of the volume of submissions, our journal size, and 
our goal to publish those evidence-based findings that will be 
most used for practice or policy by our readership, we accept 
less than 25% of submissions. 

I have conducted a preliminary review of your manuscript and 
determined that it would not be of broad enough interest to 
the readership to justify a full-length research paper in our 
journal. Therefore, your manuscript will not be considered for 
publication in [journal]. 



 

 

 

Example 1 

I write you regarding manuscript # XXX-20-104 entitled 
“ABCD" which you submitted to [journal]. 

Our journal receives many high-quality manuscripts each year. 
Because of the volume of submissions, our journal size, and 
our goal to publish those evidence-based findings that will be 
most used for practice or policy by our readership, we accept 
less than 25% of submissions. 

I have conducted a preliminary review of your manuscript and 
determined that it would not be of broad enough interest to 
the readership to justify a full-length research paper in our 
journal. Therefore, your manuscript will not be considered 
for publication in [journal]. 



 

Example 2 

Thank you for submitting your manuscript XX-2020-0238 
entitled “WXYZ" to [journal]. While the manuscript addresses 
an important topic, I am sorry to tell you that I am unable to 
send this out to peer review. 

I have included notes on the manuscript that I hope will be 
helpful in revising your manuscript.  Overall, I believe it would 
strengthen your paper if each section in the results had more 
detail related to the analysis, more discussion of variation and 
shorter quotes, only including what is directly related to the 
analysis. 

I'm sorry I cannot provide a more favorable outcome for your 
submission. The Gerontologist receives over 800 manuscripts 
each year and we are able to publish only a small fraction of 
them. 



 

Example 2 

Thank you for submitting your manuscript XX-2020-0238 
entitled “WXYZ" to [journal]. While the manuscript addresses 
an important topic, I am sorry to tell you that I am unable to 
send this out to peer review. 

I have included notes on the manuscript that I hope will be 
helpful in revising your manuscript.  Overall, I believe it would 
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submission. [Journal] receives over 800 manuscripts each year 
and we are able to publish only a small fraction of them. 



  

PS 

If your email is short enough for people to see a PS 
without scrolling, think about using one 

• 79% of people who opened a direct mail read the 
post script first, before reading anything else 

• Simply adding a PS…consistently boosted 
conversion rates 

• It acted like a header, but at the bottom of the 
message 

https://wordcat.co.uk/power-ps-
make-people-read 

https://wordcat.co.uk/power-ps-make-people-read


PPS 

• Keep your PS text short (avoid more than 1 
line) 

– Repeat your hook 

– Adding new idea 

– Create sense of urgency 

– Present testimonial 

https://wordcat.co.uk/power-ps-
make-people-read 

https://wordcat.co.uk/power-ps-make-people-read


Write Your Answer in Question Box 

Write an effective PS to add to a 
survey email. 

Repeat your hook 

Adding new idea 

Create sense of urgency 

Present testimonial 

• 

• 

• 

• 



TIP 3: Visually organized content 



POLL #2 

How often do you think about the visual 
appearance of your emails? (choose one) 

1. Always 

2. Frequently 

3. Sometimes 

4. Rarely 

5. Never 



TIP 3: Visually organized content 

1. Think about white space 

2. Break it up: use headers, bulleted lists, and 
lines 

3. Hyperlink out to keep content brief 

4. Choose sans-serif font & limit color/bolding/ 
font changes/etc. 

5. Test on mobile devices • https://www.verticalresponse.com/blog/do 
nt-let-your-email-look-defeated-3-essential-
design-elements 

• https://mailchimp.com/email-design-guide 

https://www.verticalresponse.com/blog/dont-let-your-email-look-defeated-3-essential-design-elements
https://mailchimp.com/email-design-guide
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TIP 4: 
Subject 

line 



TIP 4: Subject line 

• Think like a marketing professional 

– Words like “urgent” and “important” result in open 
rates higher than normal 

– Recipients are intrigued by announcements and event 
invitations than cancellations and reminders 

– People love to be thanked 

– People don’t like being told they’re missing their last 
chance to get something they’ve already been 
emailed about 

https://mailchimp.com/resources/catc 
hy-email-subject-lines 

https://mailchimp.com/resources/catchy-email-subject-lines


 

Tips 

• Short subject lines 

– 41 characters (7 words) 

• A/B testing 



Write Your Answer in Question Box 

Think about an email you recently 
sent. Write an effective subject line (7 
words max). 



TIP 5: 
Brevity 



  
 

• Email users who send short focused messages 
receive demonstrably faster responses than users 
who send long rambling messages 

Aral, Sinan and Brynjolfsson, Erik and Van Alstyne, Marshall W., 
Harnessing the Digital Lens to Measure and Manage Information 
Work (November 16, 2010). Available at 
SSRN: https://ssrn.com/abstract=1709943 

https://ssrn.com/abstract=1709943


 

Tips 

• 1 ask per email 

• 3 or fewer images 

• 20 or fewer lines of text for emails where you 

want someone to do something 

– Could be far fewer, depending on your target 

audience 

https://blogs.constantcontact.com/suc 
cessful-email-campaigns 

https://blogs.constantcontact.com/successful-email-campaigns


5-sentence (max) email 

• Who are you (if needed), and what you want 

(phrased as what’s in it for them) 

• Why you are asking the recipient (if needed) 

• Why they should do what you’re asking (if 

needed) 

• What the action step is 



Write Your Answer in Question Box 

Write a 3-sentence (max) email 
to get someone to 

do something. 



 

Today: Effective emails 

• Main point up front 

• Conceptually organized content 

• Visually organized content 

• Compelling subject line 

• Brevity 



 

Prior sessions 

• Grant Writing, Session 1: How and what to cut: A primer 
on editing your own work 
https://www.hsrd.research.va.gov/for_researchers/cyber_s 
eminars/archives/video_archive.cfm?SessionID=3683 

• Grant Writing, Session 2: Tips from experts on how (and 
how not) to write 
https://www.hsrd.research.va.gov/for_researchers/cyber_s 
eminars/archives/video_archive.cfm?SessionID=3684&Seri 
esid=96 

• Grant Writing, Session 3: How to organize your writing for 
maximum impact 
https://www.hsrd.research.va.gov/for_researchers/cyber_s 
eminars/archives/video_archive.cfm?SessionID=3685 

https://www.hsrd.research.va.gov/for_researchers/cyber_seminars/archives/video_archive.cfm?SessionID=3683
https://www.hsrd.research.va.gov/for_researchers/cyber_seminars/archives/video_archive.cfm?SessionID=3684&Seriesid=96
https://www.hsrd.research.va.gov/for_researchers/cyber_seminars/archives/video_archive.cfm?SessionID=3685


Website for Tips 

https://writebetterproposals.org 

https://writebetterproposals.org/





