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Hi!
This is Amy Buttiglieri, MBA, PMP and founder of A Solid Launch Consulting.
Congratulations on downloading my Email Powerhouse Blueprint!
This document includes the 17-point breakdown of exactly how I create professional, clear, and easy-to-read
emails for
•
•
•

Communicating large amounts of information
Requesting action from diverse groups of stakeholders
Tailoring your message to each audience

I’ve divided email into its key elements and provided a description for each so you can apply this same
template and format to your own project. Use this blueprint to write emails that get back responses you need
to make progress on your project – without spending time following up or constantly answering questions you
covered in your original email!
Enjoy this Blueprint document. I look forward to hearing about your success.

Take care and lead on!
Amy
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Section 1: Before You Write

Before you put fingers to keyboard, there are 4 key elements to remember:

Professionalism – be professional at all times! You are the leader. You set the tone for the whole team.
Formality – determine the level of formality required for each email you send.
Consistency – be consistent in your tone, formatting, and “voice” within and between each email.
Review – remember to review before you hit Send!
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Section 2: Header & Greeting

The foundation of a home is the most critical – it determines the shape and size of the building…and if it’s not
right, the whole thing crumbles! The foundation of your email is your Header Block – your To, CC, and BCC
fields, plus your Subject Line and Greeting.
To/CC/BCC: Be deliberate when you choose the recipients for the To vs. CC fields…and never Blind Copy
someone unless everyone is BCC’d.
Subject Line: Set the tone of your email right here through your choice of wording and your clarity of the
subject & intent. Your recipients should understand exactly what the email is about, whether there’s an action
in it, and if it needs to be done immediately.
Greeting: Only direct the Greeting to the people in the To field. And make sure you use the correct level of
formality (ie. “Hi, John” vs. “Dear Executive Committee”) to continue the tone you set in the Subject Line.
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Section 3: Message / Body

The Body of the email – the Message itself – should be a continuation of the conversation you started with
your recipients starting back in the Header.
Every message body should begin with an Opening Sentence. The purpose is to ease the reader into the key
information, so their eyes naturally keep moving down the page. There are 2 types of Opening Sentences:
•
•

Soft – used for informational emails and easy requests, and with recipients you know
Subject – used for focused, action-based emails, and with recipients who you know to be “facts only”
personalities

The information in your email is based on each particular email, of course, but it must always give the
appropriate amount of information. It should also be clear in its use of grammar and punctuation. Finally,
make sure any requests or “asks” have a person responsible and a due date!
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Section 4: Formatting

Along with the correct information (type and amount), each email must be formatted for maximum
readability.
The use of paragraphs, bullets, font, and other tools like underline, should be used intentionally – and not
overdone!
The style you use in one email should be carried throughout all your emails. Using the same style and
techniques throughout all your project communication helps you be seen as consistent and professional. And,
of course, having 1 style helps you write each email faster because you don’t have to think too much about
how you “sound.”
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Section 5: Closing

The importance of a solid email Closing is often overlooked, but it is key in bringing your stakeholders back out
of the email and ready to take action.
It mirrors the tone of the Header and Greeting and consists of 4 parts:
•
•
•
•

Summary – this is used when it is a longer email and to more than 1 recipient. The purpose is to
refocus the reader and prepare them to move forward with whatever you’ve asked of them
Contact Sentence – this eases the recipient back out of the email and helps them feel supported, even
if they never contact you
Signature – this should be simple, but some people forget! The level of formality should match the
Greeting
Signature Block – Full name, Title, contact information – this should be clear, and defaulted in your
email settings
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Congratulations! You now have the tools you need to create a solid email for your stakeholders.
I hope you’ve found some ideas you can use in your email today!
As you know, a Blueprint can only give you so much information. If you’d like to go deeper into the psychology
of email as well as learn more tips and techniques for Project Managers, be sure to sign up for my Email
Powerhouse Fast Track Training Program (EPFT for short).
This on-demand Training includes 6 videos that review each email section, providing both information and
examples, plus a special 7th Bonus Tips video containing my best advice for bringing your written
communication to the next level. That’s 2 hours of content you can use right away.
I’ve also added another special Bonus – the Email Powerhouse Fast Track Swipe File. This guide has true to life
examples of each email section for 4 common types of project emails. This “swipe file” is exactly what it
sounds like – keep it as a reference for inspiration and the perfect wording as you create your own email.
To sign up for this training program, simply click this button now to register:

Click here!
If you want to level up your written communication skills quickly, this easy-to-follow video series is for you.
The training gives you 2 hours of content including the Bonus Tips video, and a printable Guide with examples
in every section of an email. And each video is specific to project management, in its tips and examples, so you
know the advice is focused on your needs.

Take Care and Lead On!
Amy

PS – if you are PMP or ACP certified, you can submit this training for 2 PDUs!
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