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ConvertKit Terminology 
 
Form: How a subscriber joins your list. Enter a name and email address and you’re 
subscribed! 
 
Landing Page: like a form, but with more content and design. 
 
Course: A series of emails sent automatically based on subscription date. MailChimp 
calls them automations, Aweber calls them follow-up sequences, Infusionsoft calls them 
campaigns, other tools call them autoresponders. 
 
Broadcast: A one-time email sent to a specific group of subscribers (or your entire 
audience). These are called campaigns in MailChimp. 
 
Subscriber: Someone who gives you their email address to receive updates. 
Subscribers are account-wide with a single profile. This as you add data it all goes onto 
one profile rather than creating duplicate subscribers across lists. 
 
Tag: a bit of metadata added to a subscriber’s profile to track their activity or 
preferences. Tags can be used to keep track of purchases, what a subscriber is 
interested in (e.g., design vs. marketing), how engaged they are (e.g., clicked a link in a 
launch sequence) and where they were imported from. A subscriber can have an 
unlimited number of tags. 
 
Segment: A saved selection of any combination of Forms, Courses, and Tags. This 
makes it easy to access later for sending a broadcast or viewing the total number of 
subscribers. Segments never have duplicate subscribers even if the subscriber is in 
multiple sources for that segment. 
 
 



Email Marketing Terminology 

© 2015 ITG Multimedia   2	

General Email Marketing Terminology 
 

A 
 
A/B split – A test situation in which a list is split into two or more pieces. Each piece of 
the list gets a different version of the email (e.g., send time, subject line, content). 
Results are tracked to see which version performs best - that option can then be used 
in the future to improve overall results. 
 
Above the fold – The part of an email message or Web page that is visible without 
scrolling. Material in this area is considered more valuable because the reader sees it 
first. Unlike a newspaper, email and Web page fold locations aren't predictable. Your 
fold may be affected by the users' preview pane, monitor-size, monitor resolution, any 
headers placed by email programs such as Hotmail, etc. If you have a “join our mailing 
list” form on your Website, you should place it above the fold to make it easy for visitors 
to opt-in. 
 
Abuse / Acceptable Spam Report Rate - The rate at which you can be reported as 
SPAM without harming your sender reputation. Anything over 0.1% (1 report per 1000 
emails) will get an abuse warning. 
 
Acquisition cost - In email marketing, the cost to generate one lead, newsletter 
subscriber or customer in an individual email campaign; typically, the total campaign 
expense divided by the number of leads, subscribers or customers it produced. 
 
Affirmative consent - An active request by a reader or subscriber to receive 
advertising or promotional information, newsletters, etc. Generally affirmative consent 
does not included the following -- failing to uncheck a pre-checked box on a Web form, 
entering a business relationship with an organization without being asked for separate 
permission to be sent specific types of email, opt-out. 
 
Autoresponder - Automated email message-sending capability, such as a welcome 
message sent to all new subscribers the minute they join a list. May be triggered by 
joins, unsubscribes, all email sent to a particular mailbox. May be more than a single 
message — can be a series of date- or event-triggered emails. 
 

B 
 
Blacklist - A list (usually used by an ISP) that denotes domains or IP addresses as 
belonging to emailers suspected of sending spam. Many companies use blacklists to 
block inbound email, either at the server level or before it reaches the recipient’s in-box. 
Unfortunately, these blacklists also contain many legitimate email service providers. 
Just a few spam complaints can land an email service provider or IP address on a 
blacklist despite the fact that the ratio of complaints to volume of email sent is 
extremely low. 
 
Block - When an ISP or mail server prevents your email message from reaching the 
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inbox of the intended recipient. Many ISPs block email from IP addresses or domains 
that have been reported to send spam or viruses, or have content that violates email 
policy or spam filters. You’ll usually get a bounce message if this happens. 
 
Bounce - A message that doesn’t get delivered promptly is said to have bounced. 
Emails can bounce for more than 30 reasons, such as the email address is incorrect or 
has been closed, the recipient’s mailbox is full, the mail server is down, or the system 
detects spam or offensive content. Pay particular attention to the number and rate of 
bounced emails, both of which could negatively affect your overall deliverability. See 
hard bounce and soft bounce. 
 
Bounce rate - Number of hard/soft bounces divided by the number of emails sent. This 
is an inexact number because some systems do not report back to the sender clearly or 
accurately. Generally, an acceptable bounce rate is less than 5%. 
 
Broadcast - The process of sending the same email message to multiple recipients. 
Usually a one-time email that’s sent to an entire list (or segment) at the same time. 
 

C 
 
CAN-SPAM - Short for 'Controlling the Assault of Non-Solicited Pornography And 
Marketing Act of 2003,' it's the U.S. law that outlines rules for commercial email, 
establishes requirements for commercial messages, provides email recipients with the 
right to make you stop emailing them, and lays out consequences for violations of the 
Act. This law does not prohibit unsolicited commercial email, but it does regulate how it 
must be sent. This act is the minimum standard for sending commercial email in the 
United States. Most email service providers (ESPs) have much stricter requirements. 
 
Click – An opened email in which the recipient has clicked on a live link (URL) within 
any part of the email. 
 
CPM (Cost Per Thousand) - In email marketing, CPM commonly refers to the cost per 
1000 names on a given rental list. For example, a rental list priced at $250 CPM would 
mean that the list owner charges $.25 per email address.  
 
CTR (Click-Through Rate) - The percentage (the number of unique clicks divided by 
the number that were opened) of recipients that click on a given URL in your email. Can 
include multiple clicks by a unique user, depending on your email vendor and how they 
track CTR.  
 
Commercial email - Email whose purpose, as a whole or in part, is to sell or advertise 
a product or service or if its purpose is to persuade users to perform an act, such as to 
purchase a product or click to a Web site whose contents are designed to sell, 
advertise or promote. 
 
Confirmation - An acknowledgment of a subscription or information request. 
"Confirmation" can be either a company statement that the email address was 
successfully placed on a list, or a subscriber's agreement that the subscribe request 
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was genuine and not faked or automatically generated by a third party. 
 
Confirmed opt-in: Inexact term that may refer to double-opt-in subscription processes 
or may refer to email addresses which do not hard bounce back a welcome message. 
Ask anyone using this term to define it more clearly. Sometimes interpreted incorrectly 
by some email broadcast vendors to mean a new subscriber who does not opt-out of 
or bounce a welcome message. 
 
Conversion - When an email recipient performs a desired action based on a mailing 
you have sent. A conversion could be a monetary transaction, such as a purchase 
made after clicking a link. It could also include a voluntary act such as registering at a 
Web site, downloading a white paper, signing up for a Web seminar or opting in to an 
email newsletter. 
 
Conversion Rate - The percentage of recipients who respond to your call-to-action in 
an email marketing campaign or promotion. This is one measure of your email 
campaign’s success. 
 
Call to action (CTA) - In an email message, the link or body copy that tellst the 
recipient what action to take. 
 

D 
 
Deliverability – The number of emails that are sent minus those that bounce equals 
deliverability. Note that there is often a difference between deliverability and inbox 
deliverability. What matters more is the latter—the number of emails that reach the 
intended recipients' inboxes. 
 
Deduplication (deduping) - The process of finding and consolidating and/or updating 
duplicate sets of contact information 
 
Digest - A shortened version of an email newsletter which replaces full-length articles 
with clickable links to the full article at a Web site, often with a brief summary of the 
contents. 
 
Double Opt-In - A more stringent method of obtaining permission to send email 
campaigns. Confirmed opt-in adds an additional step to the opt-in process. It requires 
the new subscriber to take an action to confirm that they do want to be on your list. 
Usually, they’re asked to respond to a confirmation email, either by clicking on a 
confirmation link, or by replying to the email to confirm their subscription. Only those 
subscribers who take this additional step are added to your list. 
 
Dynamic content - Email-newsletter content that changes from one recipient to the 
next according to a set of predetermined rules or variables, usually according to 
preferences the user sets when opting in to messages from a sender or based on 
behavior or demographics. Dynamic content can reflect past purchases, current 
interests or where the recipient lives. 
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E 
 
Email Campaign - An email or series of lead nurturing emails designed to accomplish 
an overall marketing goal. 
 
Email client - The software recipients use to read email, such as Outlook Express or 
Lotus Notes.  
 
Email filter - A software tool that categorizes, sorts or blocks incoming email, based 
either on the sender, the email header or message content. Filters may be applied at 
the recipient's level, at the email client, the ISP or a combination. 
 
Email Friendly Name Aka Display Name, From name - The portion of the email 
address that is displayed in most, though not all, email readers in place of, or in 
addition to, the email address. 
 
Email harvesting - An automated process in which a robot program searches Web 
pages or other Internet destinations for email addresses. The program collects the 
address into a database, which frequently gets resold to spammers or unethical bulk 
mailers. Many U.S. state laws forbid harvesting. CAN-SPAM does not outlaw it by name 
but allows triple damages against violators who compiled their mailing lists with 
harvested names. 
 
Email newsletter - Content distributed to subscribers by email, on a regular schedule. 
Content is seen as valued editorial in and of itself rather than primarily a commercial 
message with a sales offer.  
 
Email service provider (ESP) - Another name for an email broadcast service provider, 
a company that sends bulk (volume) email on behalf of their clients. Also email vendor. 
 
Event triggered email - Pre-programmed messages sent automatically based on an 
event such as a date or anniversary. 
 

F 
 
False positive - A false positive occurs when a legitimate permission-based email is 
incorrectly filtered or blocked as spam. 
 
Footer - An area at the end of an email message or newsletter that contains information 
that doesn’t change from one edition to the next, such as contact information,the 
company’s postal address or the email address the recipient used to subscribe to 
mailings. Some software programs can be set to place this information automatically. 
 
Forward (also Forward to a Friend) - The process in which email recipients send your 
message to people they know, either because they think their friends will be interested 
in your message or because you offer incentives to forward messages. Forwarding can 
be done through the recipient’s own email client or by giving the recipient a link to click, 
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which brings up a registration page at your site, in which you ask the forwarded to give 
his/her name and email address, the name/email address of the person they want to 
send to and (optionally) a brief email message explaining the reason for the forward. 
You can supply the wording or allow the forward to write his/her own message. AKA 
viral marketing. 
 

G 
 
Goodbye message - An email message sent automatically to a list member who 
unsubscribes, acknowledging the request. Always include an option to resubscribe in 
case the unsubscribe was requested accidentally. 
 

H 
 
Hard Bounce	-	A hard bounce is the failed delivery of an email due to a permanent 
reason like a non-existent, invalid, or blocked email address. Hard bounces are often 
the result of sending email to an old or purchased list. Beware: A high number of hard 
bounces will have a negative impact on your overall deliverability and domain 
reputation, making it harder to send emails in the future. 
	
Honey Pot - A planted email address by organizations trying to combat spam that, 
when a spammer harvests and emails, identifies that sender as a spammer. 
 
House List (or Retention List) - One of your most valuable marketing assets, it's a 
permission-based list that you built yourself with opt-in subscribers. 
 
HTML message - Email message which contains any type of formatting other than 
text. This may be as simple as programming that sets the text in a specific font (bold, 
italics, Courier 10 point, etc.). It also includes any graphic images, logos and colors. 
Sending HTML email makes it possible to get creative with the design of your emails. 
 

L 
 
Landing Page - A lead-capture page on your website that is linked to from an email to 
provide additional information directly related to products or services promoted in the 
email's call-to-action. 
 
List - The list of email addresses to which you send your message. Can be either your 
house list or a third-party list that sends your message on your behalf. 
 
List fatigue - A condition producing diminishing returns from a mailing list whose 
members are sent too many offers, or too many of the same offers, in too short a period 
of time. 
 
List hygiene - The act of maintaining a list so that hard bounces and unsubscribed 
names are removed from mailings. You can also consider removing inactive 
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subscribers.  
 
List management - How a mailing list is set up, administered and maintained. The list 
manager has daily responsibility over list operation, including processing subscribes 
and unsubscribes, bounce management, list hygiene, etc.  
 
List owner - The organization or individual who has gathered a list of email addresses. 
Ownership does not necessarily imply "with permission." 
 

O 
 
Open Rate - The percentage of emails opened in an email marketing campaign, or the 
percentage opened of the total number of emails sent. The open rate is considered a 
key metric for judging an email campaign's success, but it has several problems. The 
rate indicates only the number of emails opened from the total amount sent, not just 
those that were actually delivered. Opens also can't be calculated on text emails. Also, 
some email clients allow users to scan message content without actually opening the 
message (i.e., preview pane), which is falsely calculated as an open. 
 
Opt-In (or Subscribe) - To opt-in or subscribe to an email list is to choose to receive 
email communications by supplying your email address to a particular company, 
website or individual thereby giving them permission to email you. The subscriber can 
often indicate areas of personal interest (e.g., mountain biking) and/or indicate what 
types of emails they wish to receive from the sender (e.g., newsletters). A good ESP will 
keep track of this for you, including the actual email or IP address, as well as the date 
and time the request was received. 
 
Opt-Out (or Unsubscribe) - When a subscriber chooses not to receive email 
communications from the sender anymore, and requests removal from your email list. It 
is legally required that you provide a clear way to opt out in every email you send. Can 
also refer to the practice off including a pre-checked “subscribe” box on an opt-in form, 
thus forcing the individual to actively opt out of your email list. 
 

P 
 
Personalization – Adding elements to your email that are personalized based on 
information you already know about the receiver. It could refer to addressing the 
recipient by name, referencing past purchases, or other content unique to each 
recipient. 
 
Plain Text Email - An email sent without HTML; contains only words – no colors, 
graphics, fonts or pictures. Can be received by anyone who has email. You should 
always give your recipients the option to read emails in either HTML or plain text for 
better readability.  
 
Permission - The implicit approval given when a person actively requests to have their 
own email address added to a list. 



Email Marketing Terminology 

© 2015 ITG Multimedia   8	

 
Permission-based email - Email sent to recipients who have opted-in or subscribed to 
receive email communications from a particular company, website or individual. Though 
not necessarily required by the CAN-SPAM Act of 2003, permission-based email 
marketing is often a requirement of ESPs and is seen as an absolute prerequisite for 
legitimate and profitable email marketing. 
 
Privacy policy - A clear description of how your company uses the email addresses 
and other information it gathers via opt-in requests for newsletters, company 
information or third-party offers or other functions. If you rent, sell or exchange your list 
to anyone outside your company, or if you add email addresses to opt-out messages, 
you should state so in the privacy policy. State laws may also compel you to explain 
your privacy policy, where to put the policy statement so people will see it and even in 
which form the policy should be displayed. 
 

Q 
 
Queue - Where an email message goes after you send it but before the list owner 
approves it or before the list server gets around to sending it. Some list software allows 
you to queue a message and then set a time to send it automatically, either during a 
quiet period on the server or at a time when human approval isn't available. 
 
S 
 
Segmentation - Selecting a target audience or group of individuals from your larger 
email list for whom your email message is relevant. You can divide up your list into an 
unlimited number of segments based on attributes such as open history, sign-up 
source, purchases, interests, etc. A segmented list means a more targeted and relevant 
email campaign, thus a higher response rate and less unsubscribes and spam reports. 
 
Single Opt-In - A single opt-in list is created when users sign up for email 
communications, but aren’t asked to confirm the action, although they do get an 
acknowledgement email that gives them the ability to opt-out. There’s debate about 
whether or not this is good practice, although it’s a widely used method of obtaining 
email addresses and permission. 
 
Soft Bounce - A soft bounce is the failed delivery of an email due to a temporary issue, 
like a full mailbox or an unavailable server. Soft-bounce reports are not always accurate 
because they don't report all soft bounces or the actual reason for the bounce. Most 
ESPs will retry soft bounces after a specified period of time. Often, soft bounces 
eventually get delivered. 
 
Spam or UCE (Unsolicited Commercial Email) - Email sent to someone who has not 
opted-in or given permission to be emailed by the sender. Ultimately, it’s the consumer 
who defines whether or not an email is spam. Some email recipients define spam as 
any email they no longer want to receive, even if it comes from a mailing list they joined 
voluntarily. Over 90% of email sent is classified as spam. 
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Signature file - A tagline or short block of text at the end of an email message that 
identifies the sender and provides additional information such as company name, 
website (or LinkedIn profile) and contact information. Your signature file is a marketing 
opportunity. Use it to convey a benefit and include a call to action with a link, such as 
product offers, brand message or marketing call to action (subscribe to a company 
newsletter with the email subscribe address or Web registration form, or visit a Web site 
with the URL listed). 
 
Spoofing - The practice of changing the sender's name in an email message so that it 
looks as if it came from another address. 
 
Subject line - Copy that identifies what an email message is about, often designed to 
entice the recipient into opening the message. The subject line appears first in the 
recipient's inbox, often next to the sender's name or email address. It is repeated in the 
email message's header information inside the message. 
 
Subscribe: The process of joining a mailing list, either through an email command, by 
filling out a Web form, or offline by filling out a form or requesting to be added verbally. 
(If you accept verbal subscriptions, you should safeguard yourself by recording it and 
storing recordings along with time and date, in a retrievable format.)  
 
Subscriber - The person who has specifically requested to join a mailing list. A list has 
both subscribers, who receive the message from the sender, and pass-alongs. 
 
T 
 
Test - A necessary step before sending an email campaign or newsletter. Many email 
clients permit you to send a test email before sending a regular email newsletter or solo 
mailing, in which you would send one copy of the message to one or your own email 
addresses and then review it for formatting or copy errors or improperly formatted links.  
 
Transactional email (also known as transactive email) - A creative format where the 
recipient can enter a transaction in the body of the email itself without clicking to a web 
page first. Transactions may be answering a survey, or purchasing something. 
 
U 
 
Unsubscribe - To remove oneself from an email list, either via an emailed command to 
the list server or by filling in a Web form. 
 
W 
 
Whitelist - A whitelist is a list of "approved" IP addresses and senders (the opposite of 
a blacklist). If an Internet service provider (ISP) has whitelisted an IP address, it is more 
likely to accept incoming email from that address. When email service providers, like 
ConvertKit, say they are “whitelisted” it means that their IP addresses are on a specific 
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ISP’s whitelist and are confident that emails sent using their service will be delivered. 
However, having your sending IP address whitelisted does not guarantee that your 
email will be delivered 100% of the time. 
 
Welcome message - Message sent automatically to new list members as soon as their 
email addresses are added successfully. Usually sent in addition to a confirmation 
email. 
 
Welcome series - Autoresponder series of emails triggered upon subscription to a list. 
 
 
 
 
 
 


