
The Perfect Email 
Marketing Brief

01 The “What”

Project title

Project type

Service type

02 The “Why”

Goal
What does success look like to you?

03 The “Who”

You
To best represent you, your content expert has to know who you are.

Company Name Website

Company Description

Target audience
Aside from you and your mom, who’s going to read this?

Age Gender

Occupation Location

Segment(s): List any that require a separate email

04 The “How”

Copy

Design

Marketing
Only fill out fields relevant to your needs

Let it all out

Deadline Content to be delivered on a

Project description

Select all that apply

Email marketing

Account setup

Action plan

Automation flow setup

Campaign management

Campaign optimization

List maintenance

Report and analysis

Email copy Email design

The Perfect Email Marketing Brief

Scope: The number of emails needed and the focus of each
Examples: follow-up email, last-chance reminder

Brand book

Link recipient list(s) if relevant:

Tone of voice

Examples/brand style guidelines for reference (links):

Assets

Style

Examples/brand style guidelines for reference (links):

Materials

Account setup 

Tailored action plan/Campaign development/Campaign optimization

Timing:
When should the email(s) be sent out?

on

Context:
Select all that apply

The audience has 
opted in for emails

We collected the 
contact information 
of this audience 
through 

In what context?

The audience is 
comprised of cold 
leads

The audience has been 
contacted by us before

The audience has 
never been contacted 
by us

The audience is 
comprised of people 
who have taken the 
following action(s): 

Copy:

Design:

Inspiration: Similar campaigns by you or other brands

Email marketing report 
Build a performance report of the email, measuring the following parameters

Include CTA (call to action):

Create copy for subject line & preview header

Preferred platform Primary use for account Website integration with

Color scheme

Fonts

Design inspiration - 
Examples of desired 
design style (links):

Size requirements

Primary Secondary Link

A B

When a user/client takes the following action(s):
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