Professional Business Email Setup Checklist

A practical guide to choosing the right provider and
SWH up the right way for small businesses
and freelancers.

=

Choosing the Right Email Provider

1. Domain Support (Non-Negotiable)
Before signing up, confirm:

(O Supports custom domains (you@yourcompany.com)
(O You retain full DNS control
(O You can move providers later without lock-in

If domain setup feels hidden or abstract, that’s a warning sign.

2. Deliverability Basics (Must-Have)
The provider should clearly support:

(O SPF record configuration
(O DKIM signing per domain
(O DMARC support (even if optional initially)

If these aren’t clearly documented, deliverability will suffer.

3. Sending Reputation & IP Policy
Ask or verify:

(O Sending IPs are actively monitored
(O Abusive senders are rate-limited or removed
(O Daily sending limits exist per mailbox

Providers with no limits often attract spammers; shared reputation hurts everyone.

4. IP & Spam Reputation Pre-Check

Before committing:




(O Provider monitors blacklist status
(O Spam complaints are handled actively
(@O [IPs are warmed, not freshly rotated

After setup, you can independently verify using tools like MXToolbox.

5. Pricing Clarity
Email costs should be predictable.

(O Pricing is per mailbox
(O No forced bundles or feature upsells
(O Storage limits don't trigger surprise upgrades

Email should be infrastructure, not a recurring negotiation.

Domain & DNS Setup

6. Domain Ownership Check
Before touching DNS:

(O You own the domain

(O You control the registrar account
(O You can edit MX, TXT, and CNAME records

Avoid situations where an agency or developer owns your domain.

7. MX Records (Mail Routing)

Confirm:

(O Old MX records removed
(O New MX records added exactly as provided
(O Priority values are correct

Incorrect MX records often cause silent email loss.

8. SPF Record (Sender Authorization)
SPF defines who can send email for your domain.

(O Only ONE SPF record exists
(O Includes your email provider



(O Ends with ~all or -all

Multiple SPF records are a very common mistake.

9. DKIM Record (Message Signing)
DKIM proves your email hasn’t been altered.

(O DKIM key is unique to your domain
(O TXT or CNAME record added correctly
(O Provider confirms DKIM is active

Always enable DKIM, even if optional.

10. DMARC Record (Domain Protection)
Start simple and tighten later.

(O DMARC policy set to none initially
(O SPF and DKIM aligned

(O Optional reporting enabled

DMARC protects your domain from spoofing and improves trust.

Mailbox Setup

11. Create Purpose-Based Mailboxes
Avoid using one inbox for everything. Recommended starting mailboxes:

(O yourname@domain
(O support@domain
(O billing@domain

(O info@domain

This improves clarity and reduces missed emails.

12. Aliases vs Mailboxes
Know the difference:

(O Aliases forward mail only
(O Mailboxes have storage and login access
(O Ciritical addresses use mailboxes, not aliases



Billing and support should always be real mailboxes.

13. Access & Security Hygiene
Set this early:

(O Strong, unique passwords
(J Two-factor authentication (if available)
(O Remove access when team members leave

Email compromise damages trust quickly.

Deliverability & Reputation Checks

14. Send Real Test Emails
Test delivery to:

(O Gmail

(O Outlook

(O Yahoo

(O Areal customer or partner

Check inbox placement, reply handling, and sender name clarity.

15. Authentication Validation
After setup, verify:

(O SPF passes
(O DKIM passes
(O DMARC passes

Use mail headers or trusted diagnostic tools.

16. Warm-Up Phase (First 2-4 Weeks)
Especially important for new domains.

(O Start with low daily volume
(O Send human-to-human emails first
(O Avoid bulk or automated sending early

Reputation builds slowly and breaks fast.



Ongoing Email Health

17. Watch for Early Warning Signs
Pay attention to:

(O Bounce notifications
(O Customers saying “we didn't get your email”
(O Provider warnings or rate limits

These are signals. Don’t ignore them.

18. Keep Email Simple
Email works best when it’s boring.

(O Minimal configuration changes
(O No unnecessary add-ons
(O Stable, predictable usage

Reliability beats novelty every time.

If you're looking for a business email provider that aligns with the principles in this checklist—strong
deliverability, clear pricing, and no unnecessary feature bloat—Greenmor Mail is worth considering. It's
built specifically for small businesses and founders who want professional email that works reliably in
the background, without turning into a complex or expensive system.

You can learn more about how Greenmor Mail approaches business email here:

greenmormail.com
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