
Effective Email Marketing: 
Best practices for engaging the Yale alumni community with effective and thoughtful 

communications 
 

1. THE BASICS 
a. Subject lines: write compelling, but concise, subject lines 
b. Font size: Ensure that the font size is proportional to the email 

i. Header text should be bigger than the body text 
ii. Emails with a large image like standalone event promotion) should have a 

proportional font size to the image 
c. Fonts: use no more than two fonts in one email 

i. Arial 
ii. Georgia 

d. Colors: stick to the Yale color palette. When in doubt, less is more. 
i. Ensure that all background colors are consistent throughout the email 

e. Images: use images thoughtfully and strategically 
i. If including a group of images (ex. Speaker headshots) ensure that all images are the 

same size and orientation 
ii. Avoid text in images, as some email clients block these 

iii. Consider using Canva, a free-to-use online graphic design tool, to resize and 
enhance images 
 

2. BEST PRACTICES 
a. Use link buttons strategically 
b. Keep the design simple: full-width images and clear headings 
c. Avoid multiple logos and wordmarks conflicting with each other 

i. Only use the Yale Alumni Association logo when the email is marketing something 
directly affiliated with the YAA 

d. Keep body text short and to the point 
i. Link out to further information/longer text (when applicable) 

ii. Diversify longer text and consider bullet points/callouts 
iii. Bonus: Run copy through Hemingway App to check readability 

e. Double-check on mobile to ensure everything looks as intended 
 

3. PRE-SEND EMAIL CHECKLIST 
a. Make sure that the sender email address matches the tone/text of an email (ie, does it 

make sense for a general email to come from a specific person?)  
b. Ensure that all links work as intended 

i. Double-check any linked images 
c. Proofread and check spelling, grammar, etc. 
d. Check that all relevant information is included 

i. All event emails should include date, time, and registration link 
e. Have at least 1-2 other people look over the email before sending for errors 

 
 
 
 
 

https://yaleidentity.yale.edu/guidelines/websites
https://yaleedu-my.sharepoint.com/:f:/g/personal/kaela_heaslip_yale_edu/IgDnM_PpFiqfQatlT7IqgBrqAYjnydLPGA9EefuJ_QXOIq8?e=mkyZW9
https://hemingwayapp.com/



