
Email Marketing & Automation Cheat Sheet
A handy guide covering essential aspects of email marketing and automation, from strategy to best practices and key metrics. This cheat sheet

provides a quick reference for marketers looking to enhance their email campaigns.

Email Marketing Fundamentals

Email Automation Strategies

Email Deliverability and Compliance

Key Concepts

Email Marketing: The process of promoting a business or

product through email campaigns.

Automation: Using software to automate repetitive email

tasks, such as sending welcome emails or segmenting

lists.

Segmentation: Dividing email lists into smaller groups

based on specific criteria (e.g., demographics, behavior).

Personalization: Tailoring email content to individual

subscribers based on their preferences and behaviors.

A/B Testing: Experimenting with different email elements

(e.g., subject lines, CTAs) to optimize performance.

Deliverability: Ensuring emails reach the intended

recipients’ inboxes, avoiding spam filters.

Open Rate: Percentage of recipients who opened an

email.

Click-Through Rate (CTR): Percentage of recipients who

clicked on a link in an email.

Building Your Email List

Opt-In

Forms:

Use clear and concise opt-in forms on

your website, offering incentives like free

ebooks or discounts.

Double

Opt-In:

Require subscribers to confirm their email

address to ensure a higher quality list and

compliance with regulations.

Lead

Magnets:

Offer valuable content or resources in

exchange for email addresses.

Avoid

Buying

Lists:

Purchased lists are often outdated and

can harm your sender reputation, leading

to deliverability issues.

Email Design Best Practices

Mobile Optimization: Ensure your emails are responsive

and display correctly on mobile devices.

Clear Call-to-Action (CTA): Use prominent and concise

CTAs that guide recipients to take the desired action.

Visual Hierarchy: Organize content logically with

headings, subheadings, and bullet points for easy

readability.

Branding: Maintain consistent branding with your logo,

colors, and fonts.

Image Optimization: Use optimized images to reduce

email size and improve loading times.

Accessibility: Design emails that are accessible to all

recipients, including those with disabilities (e.g., alt text

for images).

Types of Automated Emails

Welcome Emails: Automated emails sent to new

subscribers, introducing your

brand and offering a warm

welcome.

Onboarding

Sequences:

A series of emails designed to

guide new users through your

product or service.

Abandoned Cart

Emails:

Reminders sent to customers

who added items to their cart

but didn’t complete the

purchase.

Transactional Emails: Automated emails triggered by

specific actions, such as order

confirmations or password

resets.

Re-engagement

Emails:

Emails sent to inactive

subscribers to encourage them

to re-engage with your brand.

Birthday/Anniversary

Emails:

Personalized emails sent on

special occasions to build

customer loyalty.

Setting Up Automation Workflows

Define Your Goals: Determine what you want to achieve

with your automation workflows (e.g., increase

conversions, improve customer retention).

Choose the Right Tools: Select email marketing software

that offers robust automation capabilities.

Map Out Your Customer Journey: Understand the

different touchpoints and interactions customers have

with your brand.

Create Trigger Events: Define the actions that will trigger

automated emails (e.g., subscribing to a list, making a

purchase).

Design Email Templates: Create visually appealing and

engaging email templates for each stage of your

workflow.

Test and Optimize: Regularly test your automation

workflows and make adjustments based on performance

data.

Segmentation Strategies

Demographic

Segmentation:

Segmenting based on age, gender,

location, income, etc.

Behavioral

Segmentation:

Segmenting based on past

interactions, such as website visits,

purchases, and email engagement.

Psychographic

Segmentation:

Segmenting based on interests,

values, and lifestyle.

Purchase History

Segmentation:

Segmenting based on past

purchases and spending habits.

Engagement Level

Segmentation:

Segmenting based on how

frequently subscribers open and

click on emails.
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Analyzing and Optimizing Email Campaigns

Improving Email Deliverability

Authentication: Implement SPF, DKIM, and DMARC to

verify your email sender identity.

Sender Reputation: Maintain a good sender reputation by

avoiding spam complaints and ensuring high engagement

rates.

List Hygiene: Regularly clean your email list by removing

inactive subscribers and invalid email addresses.

Content Quality: Create high-quality, relevant content

that recipients find valuable.

Feedback Loops: Monitor feedback loops to identify and

address any deliverability issues.

Dedicated IP Address: Consider using a dedicated IP

address for sending emails, especially for high-volume

senders.

Email Compliance (GDPR, CAN-SPAM)

GDPR (General

Data Protection

Regulation):

Obtain explicit consent from

subscribers before sending emails.

Provide clear information about how

you will use their data. Allow

subscribers to easily unsubscribe.

CAN-SPAM Act: Include a clear and conspicuous

unsubscribe link in every email.

Provide a valid physical postal

address. Accurately identify the

sender in the ‘From’ line. Avoid

deceptive subject lines.

Data Privacy

Policies:

Maintain and regularly update your

data privacy policies to reflect

current data handling practices.

Ensure compliance with all applicable

data protection laws.

Avoiding Spam Filters

Avoid Spam Trigger Words: Steer clear of words and

phrases commonly associated with spam (e.g., ‘free,’

‘guarantee,’ ‘urgent’).

Use Proper HTML Formatting: Ensure your emails are

properly formatted with clean HTML code.

Test Your Emails: Use email testing tools to check your

emails for spam filter triggers before sending.

Avoid Large Attachments: Minimize the use of large

attachments, as they can trigger spam filters.

Maintain a Consistent Sending Volume: Avoid sudden

spikes in email sending volume, as this can raise red flags

with ISPs.

Monitor Bounce Rates: Keep an eye on your bounce rates

and address any issues promptly.

Key Email Metrics

Open Rate: Percentage of recipients who opened

your email. Indicates the effectiveness

of your subject line.

Click-Through

Rate (CTR):

Percentage of recipients who clicked

on a link in your email. Measures the

engagement with your content.

Conversion

Rate:

Percentage of recipients who

completed a desired action (e.g.,

making a purchase, filling out a form).

Bounce Rate: Percentage of emails that could not

be delivered. High bounce rates can

negatively impact your sender

reputation.

Unsubscribe

Rate:

Percentage of recipients who

unsubscribed from your email list.

Indicates the relevance and value of

your content.

Return on

Investment

(ROI):

Measures the profitability of your

email marketing efforts.

A/B Testing Strategies

Subject Lines: Test different subject lines to see which

ones generate the highest open rates.

Call-to-Action (CTA): Experiment with different CTA

wording, colors, and placement.

Email Content: Test different layouts, images, and

messaging to optimize engagement.

Send Times: Test different send times to see when your

audience is most likely to engage with your emails.

Personalization: Experiment with different personalization

techniques to see which ones resonate best with your

audience.

Segmentation: Test different segmentation strategies to

see which ones lead to higher conversion rates.

Tools for Email Marketing

Email Marketing

Platforms:

Mailchimp, Constant Contact,

Sendinblue, HubSpot,

ActiveCampaign

Email

Deliverability

Tools:

GlockApps, Mail-Tester, Litmus

Analytics Tools: Google Analytics, email marketing

platform analytics

Design Tools: Canva, Adobe Creative Suite
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