
The Lead Center for the Los Angeles Regional SBDC Network is operated by Long Beach Community College District. The Small Business Development Centers are funded 
by the U.S. Small Business Administration, center host institutions, state and local funds, and corporate partners. Funding is not an endorsement of any product, opinion, 
or service. All Federal and State funded programs are extended to the public on a nondiscriminatory basis. Special arrangements for individuals with disability will be 
made if requested in advance.

How do we finish the client’s power point presentation and the government RFP by tomorrow when we’re so short staffed? Who’s going to 
train the new guy and what if he doesn’t work out?  Do I buy a building or continue paying a blood-thirsty landlord who does not have enough 
parking for my employees? How do we get bigger accounts?  How do we keep from getting too big too fast? How do we generate more profit on 
existing business?  Should we hire a new employee or upgrade our equipment?  Do we get a loan, lay people off, or close our doors?  How do 
we market our product in a bad economy when we’re being overspent?  Should we keep our internal sales force or work with independent 
distributors?  The client wants his order by 4 p.m. next Friday and we can’t get anyone on the phone to confirm shipment.  It’s 4:30, the printer 
is stuck in traffic with 5,000 catalogs and they need to ship by 5 today. Why does the receptionist always call in sick on Fridays and Mondays 
How d   we finish the client’s power point presentation and the government RFP by tomorrow when we’re so short staffed? Who’s going to

10 Tips for Successful E-mail Marketing 

Are you harnessing of the power of e-mail marketing? Despite the proliferation of social 
media, e-mail is still one of the most effective ways to connect with customers and build 
trust. Try these 10 steps to make e-mail marketing work for you.        

1.	 Collect e-mail addresses. Make it easy for customers to opt-in to your e-mails. A brick-and-
mortar business can have sign-up forms at checkout or mail them with invoices. Put a form 
on your website that makes signup easy. Offer a discount, free information or other incentive 
to encourage signups.    

2.	 Tell customers what to expect. Post your privacy policy on your website. When customers 
subscribe, e-mail a welcome telling them how often they will hear from you (monthly? 
weekly?) and how to unsubscribe.       

3.	 Craft compelling subject lines. The subject line gets customers to open the e-mail…or 
not. The best subject lines are short, to the point and clearly convey the benefit to the 
recipient. Avoid exclamation points and all-capital letters — these amateur moves will get 
your message marked as junk mail.   

4.	 Make it attractive. The design of your e-mails should be consistent with your company’s 
website and your other marketing materials. Use your logo, color, photos and graphics to 
enhance visual appeal.     

5.	 Proofread. E-mail marketing messages riddled with spelling and grammar errors reflect 
poorly on your business. Carefully proofread e-mails, paying special attention to figures, 
discounts and prices. If proofreading isn’t your strong suit, enlist someone else.              

6.	 Be responsive. Your e-mail marketing campaign may prompt queries or questions from 
customers. People expect prompt responses to e-mails, so answer right away or your e-mails 
could do more harm than good.     

7.	 Create an e-newsletter. A monthly e-newsletter including useful tips, news about your 
business, stories about customers, and special offers from your business is a great way to 
connect with customers. 

8.	 Get help. Many Web hosting companies offer e-mail marketing packages. If you use the 
same company that hosts your website, it’s easy to have your e-mails share the look and feel 
of your site. Or, try Constant Contact (www.constantcontact.com), a popular service that 
provides templates and other tools to simplify e-mail marketing.       

9.	 Analyze results. Look for an e-mail marketing service that provides analytics tools. Use 
analytics to assess the effectiveness of your e-mail marketing campaigns and adjust them 
for better results.       

10.	 Keep it legal. Many legal regulations govern e-mail marketing. For example, you must 
include an opt-out link and a physical business address in each e-mail; process unsubscribe 
requests within 10 days; and avoid deceptive subject lines. A good e-mail marketing service 
will help you follow the rules of the CAN-SPAM Act, but the final responsibility is yours.     

By Rieva Lesonsky

Rieva Lesonsky is founder and President of GrowBiz Media, a content and consulting company that 
helps entrepreneurs start and grow their businesses. Before launching her business, she was Editorial 
Director of Entrepreneur Magazine. Follow Rieva at Twitter.com/Rieva and visit SmallBizDaily.com to 
sign up for her free TrendCast reports.
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SBDC
service Centers:
COLLEGE OF THE CANYONS
Santa Clarita, Antelope and  
San Fernando Valley Areas  
(661) 362-5900  
www.cocsbdc.org

ECONOMIC DEVELOPMENT 
COLLABORATIVE- 
VENTURA COUNTY
Ventura and Santa Barbara 
Counties  
(805) 384-1800
www.edcsbdc.org

EL CAMINO COLLEGE
South Bay Area  
(310) 973-3177
www.southbaysbdc.org

LONG BEACH CITY COLLEGE
Greater Long Beach Area  
(562) 938-5100
www.longbeachsbdc.org

PACIFIC COAST REGIONAL
Downtown Los Angeles  
(213) 674-2696
www.pcrsbdc.org

SANTA MONICA COLLEGE
Westside Los Angeles  
(310) 434-3566
www.smcsbdc.org

SBDC
LEAD Center:
LONG BEACH COMMUNITY  
COLLEGE DISTRICT
(866) 588-SBDC
www.smallbizla.org


