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Actionable Checklist for

Writing Webinar Emails

Ensure your webinar
emails grab attention!
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Crafting a high-converting webinar email doesn’t have to feel overwhelming.

With this checklist, you'll have everything you need to ensure your webinar

emails grab attention, engage subscribers, and convert attendees.

Whether it’s your first webinar or you're refining your strategy, these steps will

set you up for success!

[l Before You Start Writing

Crafting a high-converting webinar email doesn’t have to feel overwhelming.

With this checklist, you'll have everything you need to ensure your webinar

emails grab attention, engage subscribers, and convert attendees.

Whether it’s your first webinar or you're refining your strategy, these steps will

set you up for success!
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Define your audience. Who are you writing to? (Small business
owners, freelancers, nonprofits, etc.)

Clarify the webinar’s unique value. What problem does it solve,
and why should they care?

Plan your email sequence. Will you need pre-sign-up emails,
post-sign-up reminders, or follow-ups?

Crafting the Email Content

O O OO0 OO

Subject Line. Make it specific, intriguing, and benefit-driven.
Opening Line. Grab their attention with a relatable question, bold
statement, or surprising fact.

Main Content. Focus on the benefits of attending the webinar, not
just the features.

CTA. Use clear, actionable language like “Reserve Your Spot” or “Join
Us Live.” Repeat it at least twice.

Visuals. Include eye-catching but simple graphics or buttons (e.g.,
“Add to Calendar” buttons).
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Structuring the Sequence

Pre-Sign-Up Emails:
5 Announce the webinar with an irresistible hook.

[ Follow up with a reminder email, emphasizing limited spots or
urgency
Post-Sign-Up Emails:
[ Send a confirmation email with sign-in details and a “save the date”
option.
[y Include reminders closer to the date (1-2 days before and on the

day of the webinar).

Post-Webinar Emails:

[Ci Thank attendees for joining or share a replay for those who missed
it.

[ Include a CTA for the next step (e.g., download resources, book a
call, sign up for more).
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Optimizing for Conversions

C1
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Keep it Skimmable: Use short paragraphs, bullet points, and
headers.

Personalize: Use the recipient’'s name and segment your list where
possible.

Proofread: Check for typos, broken links, or formatting issues.
Test Mobile-Friendliness: Make sure the email looks great on both
desktop and mobile.

A/B Test: Experiment with subject lines, CTA placement, or email
formats to see what works best.

Final Steps
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Set Up Automation: Use your email platform to schedule and
automate the sequence.

Monitor Performance: Track open rates, click-through rates, and
registrations to refine your strategy.

Follow-up: Keep the connection alive with post-webinar
engagement emails.
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Webinar Email Templates

These templates will help you write your webinar emails faster while ensuring

they stay clear, compelling, and actionable.

El How to Use These Templates:

e Replace placeholder texts with specific details about your webinar
e Adapt the tone and language to suit your brand voice

e Add personalized touches like the recipient’s name

Template 1: Short and Sweet Announcement Email
Subject-Line:
“[Insert benefit or pain point]? [Free Webinar]”

Body:

“[Hook that addresses a common struggle your audience faces].

Join us live on [date] at [time] for a free webinar: [Webinar title that
highlights a key benefit]

Here's what you'll learn:

e [Benefit 1: Something actionable and specific your audience will gain]

e [Benefit 2: A unique insight or result they can expect]

e [Benefit 3: A clear takeaway or solution to a pain point]

Seats are limited—secure yours today before they're gone!”

CTA:

“[Click here to save your spot!]”
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Example 1: Short and Sweet Announcement Email

Subject-Line:

“Ready to Land More Clients? [Free Webinar]”

Body:
“Struggling to find clients without spending hours chasing leads?

Join us live on [date] at [time] for a free webinar: ‘5 Proven Strategies
to Attract High-Paying Clients Without the Overwhelm.’

Here's what you'll learn:

e How to create irresistible offers that convert

e The one strategy that tripled my client inquiries in 30 days
e A step-by-step guide to building a client pipeline

'Il

Seats are limited—secure yours today before they're gone

CTA:

“Click here to save your spot!”

Why it works:
e The subject line grabs attention by addressing a specific pain point.

e The email is concise and focused on benefits.

e The CTA is action-oriented and creates urgency.
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Template 2: Reminder Email with Social Proof

Subject-Line:
“[Urgent phrase or stat about registration progress, e.g., 90% of Seats
Are Taken!]”

Body:
“We're just [number] days away from our live webinar, and [percent] of
the spots are already filled!
Here's what past attendees have said:

‘[Insert testimonial or quote that demonstrates the value of your
webinar].’ — [Name, Job Title/Business]

In this webinar, you'll discover:
e [Key takeaway 1: Address a specific need or interest]
e [Key takeaway 2: Solve a common pain point]

Don't wait—join us live on [date] at [time].

Ill

Register now before it's too late

CTA:

“[Click here to register now!]”

Learn more at: emailtooltester.com 7


https://www.emailtooltester.com/en/?utm_source=cheatsheet-en-homepage&utm_medium=flows-cheatsheet-footer&utm_campaign=ecommerce-flows-cheatsheet-en

emailtcoltester

Example 2: Reminder Email with Social Proof

Subject-Line:
“Don’t Miss This—90% of Seats Are Taken!”
Body:
“We're just 2 days away from our live webinar, and 90% of the spots are

already filled!

Here's what past attendees have said:

‘This webinar completely changed how | approach client outreach—
highly recommend!” — Alex, Freelancer

You'll learn actionable strategies like:
e How to land clients without cold emailing
e The secret to writing emails that actually get responses
Don't wait—join us live on [date] at [time].
Register now before it's too late!”
CTA:

“Click here to register now!”

Why it works:
e Builds urgency with a “90% filled” stat.
e Adds credibility with a testimonial.

e Highlights the key benefits of attending.
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Template 3: Final-Day Email with FOMO

Subject-Line:
“It's Happening Today—Don’t Miss Out!”

Body:
“Today's the day! At [time], we're going live with ‘[Webinar title that
emphasizes a big result or transformation].’

Here's why you don't want to miss it:

‘[Insert testimonial or quote that demonstrates the value of your
webinar]. — [Name, Job Title/Business]

e You'll walk away with strategies you can implement immediately.
e There's a live Q&A—get your burning questions answered.

e Plus, we're sharing a bonus [resource, guide, or incentive] just for

attendees.
Spots are filling fast—make sure you're there!

Click below to join us live at [time].”

CTA:

“[Join the webinar now!]”
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Example 3: Final-Day Email with FOMO

Subject-Line:
“It's Happening Today—Don’t Miss Out!”

Body:
“Today's the day! At [time], we're going live with ‘5 Steps to Doubling
Your Revenue in 2024

Here's why you don't want to miss it:

‘[Insert testimonial or quote that demonstrates the value of your
webinar]. — [Name, Job Title/Business]

e You'll walk away with strategies you can implement immediately.

e There's a live Q&A—get your burning questions answered.
e Plus, we're sharing a bonus workbook just for attendees.

Spots are filling fast—make sure you're there!
Click below to join us live at [time].”

CTA:

Join the webinar now!”

Why it works:

e Creates urgency with phrases like “Today’s the day” and “Spots are
filling fast.”

@ Mentions an exclusive bonus to incentivize attendance.

e Includes all key details to make joining easy.
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