EZ Email List Framework
An email list is one of the most valuable assets a small business can build because it’s the only audience you fully own and control. Social media platforms, algorithms, and paid ads can shift overnight, but your email list gives you a direct, reliable line to the people who already know, like, and trust your brand. With every subscriber, you’re creating a personal channel where you can nurture relationships, share value consistently, and guide people toward becoming loyal customers. Unlike passing visibility on social feeds, an email list lets you stay top of mind, deliver tailored offers, and measure real engagement—turning casual interest into lasting business growth.
Email Best Practices 
Building an email list is one of the best ways to stay connected with your students, community, and supporters. But with that comes responsibility: following best practices and the law.
· Get Permission → Always collect emails through sign-ups, interest forms, or direct consent. Never add people without asking.
· Set Expectations → Tell subscribers what they’ll get (updates, tips, event invites) and how often.
· Provide Value → Share content that educates, informs, or inspires — not just promotions.
· Keep It Clear → Use short subject lines, scannable content, and a single call-to-action (CTA).
· Brand Consistency → Use your logo, colors, and voice so readers recognize you.
· Respect Frequency → Quality over quantity. Weekly or bi-weekly is often enough for small businesses.
· Mobile-Friendly → Over half of emails are opened on phones. Choose templates that adapt to mobile.
CAN-SPAM Compliance
The CAN-SPAM Act is the U.S. law that governs commercial emails. Staying compliant protects your reputation and keeps your emails out of spam folders.
✔ Include a clear “From” → Use your real name or organization name (not just “info@”).
✔ Honest subject lines → No misleading or clickbait subjects.
✔ Identify yourself → Include your physical mailing address (a P.O. Box works).
✔ Provide an unsubscribe link → Every email must have a visible opt-out.
✔ Honor opt-outs quickly → Remove unsubscribes within 10 business days.
✔ No forced consent → Don’t require someone to join your list to access free resources or events.
Think of your list as a community, not a commodity. Treat subscribers like invited guests — keep communication helpful, respectful, and transparent. That builds trust and keeps people opening your emails.
Top Three Email Platforms
	Platform
	Free Tier
	Ease of Use
	Automation
	Cost as You Scale
	Best For

	Mailchimp
	500 subs / 1,000 emails
	Easy, polished templates
	Basic journeys
	Higher at scale
	Credibility + integrations

	MailerLite
	1,000 subs / 12,000 emails
	Very easy, simple UI
	Basic automations
	More affordable
	Value + landing pages

	Constant Contact
	None (trial only)
	Beginner-friendly, support-rich
	Limited
	Higher early
	Events + support




Getting Started
Starting an email list doesn’t have to be complicated, but it works best if you think about it in terms of ownership, value, and consistency. Here’s the practical flow:
First, you need a tool to collect and manage email addresses—something like Mailchimp, ConvertKit, or MailerLite. These platforms give you sign-up forms, automation options, and compliance tools so you don’t have to manage everything manually.
Second, you need a reason for people to subscribe. A generic “join my newsletter” usually isn’t enough. Think in terms of what your ideal audience values: a free guide, a short video tutorial, a discount, or even exclusive updates they can’t get elsewhere. This “lead magnet” should feel like a no-brainer trade for their email address.
Third, you need a clear way to promote your list. Add sign-up forms to your website, link to them in social posts, mention them in videos, and include them in presentations or events. If you’re teaching or speaking, have a QR code or sign-up sheet handy.
Finally, nurture your list with meaningful communication. The key is delivering useful content (e.g., updates, tips, stories, insights, offers) so your audience sees value in opening your messages. Over time, that trust turns into loyalty.
Step 1: Choose Your Platform
Which tool will you start with (e.g., Mailchimp, ConstantContact, ConvertKit)?
	



Step 2: Design Your Lead Magnet
What’s the quick win or valuable resource you can give subscribers (e.g., PDF, checklist, tool, video, discount)?
	



How will it solve a problem or make life easier for your audience?
	



Step 3: Create a Sign-Up Form
Where will you place your sign-up form(s)?
	
	
	Website

	
	
	

	
	
	Social Media

	
	
	

	
	
	Broadcasting



Step 4: Write Your Welcome Email
Greeting + Personalization
Hi [First Name],
Sentence starter:
“Welcome to [Program/Community Name]! 
Connection + Big Promise
What’s the main reason they joined? What outcome are you promising?
Here, you’ll find ((insert transformation/benefit).”
	



What They Can Expect (Set the Stage)
List 2–3 things they’ll receive, experience, or learn.
	1. Text

	2. Text

	3. Text


(Tip: Short, clear, and reader-focused. Example: “Expert tips to help you learn faster and play smarter.”)
Call to Action (CTA)
What do you want them to do first?
	
	
	Join our Facebook Group 
	

	
	
	
	

	
	
	Download your Welcome Kit 
	

	
	
	
	

	
	
	Schedule your first coaching call
	



Closing + Signature
Your voice, warm but professional.
“Here’s to __________________________,
[Your Name]
[Your Title/Program Name]
[Your Contact Information]
Example:
Hi [First Name],
Welcome! I’m so glad you’ve joined our circle of learners. Teaching mah jongg is my way of giving back — helping people discover not just the fun of the game, but also the friendships and community it creates.
Here’s what you can expect from our sessions:
· A friendly, low-pressure learning environment
· Step-by-step guidance so you’ll never feel lost
· Encouragement to grow at your own pace
To get started, please [insert action: download the class schedule, join our group on Facebook, or confirm your lesson time].
I can’t wait to share the joy of mah jongg with you!
With appreciation,
[Your Name]
Mah Jongg Instructor
Step 5: Promote Your List
Where will you regularly mention your sign-up?
	
	
	Events

	
	
	

	
	
	Lessons and workshops

	
	
	

	
	
	Livestreams

	
	
	

	
	
	Social media posts

	
	
	

	
	
	Contact cards



Step 6: Commit to Consistency
How often will you send emails?
	
	
	Weekly

	
	
	

	
	
	Biweekly 

	
	
	

	
	
	Monthly

	
	
	

	
	
	Quarterly

	
	
	

	
	
	Annually



What kind of content will you share?
	
	
	Tips/teaching insights

	
	
	

	
	
	Stories/behind-the-scenes

	
	
	

	
	
	Event updates

	
	
	

	
	
	Offers

	
	
	

	
	
	Promotions



Reflection & Next Steps
What’s the ONE action you’ll take this week to move your email list forward?
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