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Effective Email – Three Simple Clarity Tactics 
 
We all must write, and process, hundreds of emails every week. One of the 
biggest challenges we have is to break through all the competing noise and get 
our message read – and responded to.  
 
Have you ever received an overwhelming and confusing message like the one 
below? It’s what we might call a “worst practice!” 
 

 
 
 
Here are 3 very simple and actionable ways we can become winners in the daily 
battle for email attention: 
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1. Make the subject line and first 2 sentences RAS-friendly. 
 
What is the RAS? The Reticular Activating System (RAS) is your brain’s master 
filtering system, and it approaches every message looking for immediate interest 
and relevance. Therefore, we only have a few seconds when someone is 
skimming their inbox to make our message stand out. 
 
RAS-friendly means that in the first sentences, we get right to the recipient’s 
WIIFM (What’s In It For Me). Don’t use a generic subject statement that blends in 
to the background - get right to the distilled essence of why this message is 
important. Avoid vagueness and ambiguity. 
 

 
 
 
BAD: Following up on some items from last week’s meetings. 
GOOD: The two items I need from you by end of day Wednesday. 
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2. Highlight expected actions. 
 
If your message requires a response, make sure that the specific request is front-
and-center. Don’t bury it and make the recipient find it. Everyone makes a visual 
skim of email messages in the inbox, so any call to action should be highlighted. 
 
If there is not a specific call to action, there should still be a clear purpose for the 
message (the “point”) that is up-front and obvious. 
 

 
 
 
BAD: Just get back to me with your feedback whenever you get a chance. 
GOOD: Please prepare at least 2 ideas for discussion for the 9:00 am Wednesday 
team meeting. 
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3. Don’t overload the recipient’s brain - simplify 
 
Any message that requires a lot of scrolling (especially on a smartphone screen) 
or an extensive amount of mental processing will typically be ignored, deleted, or 
put off. Instead of putting multiple themes in a single email, have one main point 
that can be understood immediately. Consider using bullet points for summaries. 
 
Visual overload (also called information density) is a sure way to lose attention 
and engagement. 
 

 
 
 
BAD: Blah-blah-blah-blah-blah-blah-blah-blah-blah-blah… 
GOOD: Here’s the direction I suggest we take. If you’d like more information, let’s 
set up a meeting, or see the attached document. 
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Steve Woodruff, President of Impactiviti, is the author of the book Clarity 
Wins and the creator of the Clarity Formula for Effective Communications. 
 
Steve facilitates workshops for life sciences companies looking to equip their 
employees with superior communication skills.  
 
 
 
“I reached out to Steve to get some help in communication skills with my Account Managers.   
It can be challenging to find training for very experienced Account Managers that are already 
proficient in their roles. 
 

“Steve provided me with high level yet simple methods that helped my team to raise their 
communication skills to a higher level!  His comfortable style and industry knowledge was just 
what we were looking for. The feedback from my team was fantastic. 
 

“I would recommend Steve and his programs to any Account Management or Sales Teams that 
are looking to increase their communication effectiveness and impact with their clients.” 
 

John Reddy 
Associate Director, Market Access Training 
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