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How to Use This Guide

This guide is designed to make business email writing quick, easy, and effec-
tive. Here’s how to get the most from these templates:

1.  Find your situation
Browse	the	table	of	contents	to	find	the	template	that	matches	your	needs

2.  Choose your style
Each	template	comes	 in	both	formal	and	casual	versions.	Pick	the	one	that	fits	your	

company culture and relationship with your recipient.

3.  Customize the template
Replace	the	[bracketed	text]	with	your	specific	information.	Don’t	just	copy	and	paste –	

personalize it!

4.  Check the cultural tips
If you’re writing to someone from a different culture, review the cultural adaptation 

notes

5.  Review before sending
Take a quick moment to read your email one last time

6.  Track your success
Notice how using these templates saves you time and improves your response rates

Remember, these templates are starting points. As you become more com-
fortable, feel free to adapt them to your personal style while keeping the 
clear, effective structure.



Email Templates That Work: 
Your Guide to Better 
Business Communication

Imagine this...
Maria sits at her desk, staring at a blank email. She needs to write to an im-
portant client, but feels stuck. What should she say? How formal should she 
be? What if her English isn’t perfect?

Sound familiar?
You’re not alone. Many professionals struggle with business emails, espe-

cially in English.

Why this guide will change your work life

This collection of ready-to-use email templates will:
 Save you time - no more staring at blank screens
	 Build	your	confidence	-	know	exactly	what	to	say
	 Make	you	look	professional	-	even	if	English	isn’t	your	first	language
 Help you get better responses - clear emails get results

Success Stories
„Before using these templates, I spent hours writing emails, checking grammar, 

and still felt unsure. Now I write professional emails in minutes! My boss even 

commented on how clear my messages are.”

— Karol, Marketing Specialist

„As a non-native English speaker, I was always nervous about emailing inter-

national	clients.	These	templates	gave	me	the	structure	I needed.	Last	month,	

I closed	our	biggest	international	deal	yet!”

— Anna, Sales Manager
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How this guide will transform your work

Before:
 Wasting 30+ minutes on a single email
 Feeling anxious about your English skills
 Not getting responses to your messages
 Miscommunications with international colleagues

After:
 Writing clear, professional emails in 5 minutes
	 Feeling	confident	in	your	communication
 Getting faster, better responses
 Building stronger work relationships globally

What you’ll find inside

This guide includes:
 Ready-to-use templates for every business situation
 Both formal and casual versions of each email
 Simple tips for adapting emails to different cultures
 Clear guidance on when to use each template

Now that you understand why these templates matter, let’s explore the key 
principles that make business emails effective. Understanding these foun-
dations	will	help	you	adapt	the	templates	to	your	specific	needs	and	cultural	
contexts.
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The Purpose of Business Emails

Business emails serve one main goal: to communicate clearly and get results.
Unlike academic writing or personal messages, business emails need to dri-
ve action and build professional relationships.

Good business emails:
 Get opened and read
 Are understood quickly
	 Lead	to	the	response	you	need
 Build your professional reputation

Poor communication costs businesses millions each year through misun-
derstandings, wasted time, and damaged relationships. Clear emails save 
time, prevent mistakes, and help your ideas stand out in crowded inboxes.
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Key Writing Principles

Simple Language
Using simple words and short sentences helps everyone understand your 
message, especially in global business where many readers aren’t native  
English speakers.

Do:
	 Use	everyday	words	(use	instead	of	utilize)
 Keep sentences under 20 words
 Explain technical terms when necessary

Don’t:
 Use complex vocabulary to sound impressive
 Write long, complicated sentences
 Overuse industry jargon

Inclusive Communication
Inclusive language makes sure all readers feel respected and understood.

Do:
	 Use	gender-neutral	terms	(team	member	instead	of	guys)
 Consider different cultural backgrounds
	 Be	mindful	of	accessibility	(some	readers	may	use	screen	readers)

Don’t:
 Use idioms that don’t translate well
 Make assumptions about your reader’s knowledge
 Use unnecessarily formal language that creates distance
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Visual Structure
How your email looks affects how easy it is to read:

Do:
	 Use	short	paragraphs	(2-3	sentences	maximum)
 Include bullet points for lists
 Add white space between sections
	 Bold	important	information	(sparingly)

Don’t:
 Write long blocks of text
 Mix too many topics in one email
 Use too many different formatting styles



Modern Business Email 
Expressions
In today’s fast-paced business environment, effective email communication 
is more important than ever. As language evolves, so do the expressions we 
use in professional correspondence. This module will help you update your 
email vocabulary with contemporary business expressions that sound natu-
ral, professional, and engaging.

Using modern language in your emails helps you:
	 Make	a	better	first	impression
 Build stronger professional relationships
 Communicate more clearly and directly
 Save time for both you and your readers

Outdated vs. Modern Alternatives
Many expressions we’ve used for years in business emails now sound over-
ly formal, stuffy, or outdated. Replacing these with modern alternatives can  
instantly refresh your communication style:

Outdated Expression Modern Alternative Explanation

„As per our conversation” „Based on our discussion” 
or „Following up on our 
talk about X”

More natural and 
conversational while still 
professional

„Please	find	attached” „I’ve attached” or „Here’s 
the [document name]”

More	direct	and	efficient

„Please advise” „Let	me	know	what	you	
think” or „What are your 
thoughts?”

Invites feedback rather 
than commanding

„Kindly” Simply „Please” or direct 
requests

Clearer and less passive-
aggressive

„Hereby” „Now” or omit entirely Simpler language that 
sounds more modern

„I am writing to inform 
you”

„I wanted to let you 
know” or just state the 
information

Gets to the point faster

11
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Business Email Templates: 

Career 
Development
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Job Application Email

Subject: Application for [Position Title] - [Your Name] 

Formal Version:

Dear [Hiring Manager’s Name/Hiring Team],

Please accept my application for the [Position Title] role advertised on [where 

you saw the job posting] on [date].

With	[number]	years	of	experience	in	[relevant	field/industry]	and	a	proven	

track	record	in	[key	achievement	relevant	to	the	role],	I	believe	I	would	be	a valu- 

able addition to your team at [Company Name].

My	key	qualifications	that	align	with	this	position	include:
 [Qualification/Experience	1]	
 [Qualification/Experience	2]	
 [Qualification/Experience	3]	

What	particularly	attracts	me	to	this	role	is	[something	specific	about	the	

position	or	company	that	genuinely	interests	you].	I	am	confident	that	my	back- 

ground in [relevant background] has prepared me to [key responsibility of the 

role].

Attached	please	find	my	resume	and	[any	other	requested	documents]	for	

your review. I would welcome the opportunity to discuss how my experiences 

align with your needs for this position.

Thank you for considering my application. I look forward to the possibility of 

speaking with you soon.

Best regards,

[Your Name]

[Your	Contact	Information:	Phone,	Email,	LinkedIn]
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Less Formal Version [For Startups/Creative Industries):

Hi [Recipient’s Name],

I saw your posting for a [Position Title] and couldn’t wait to apply! I’ve been 

following [Company Name] since [genuine reason], and I’m excited about the 

possibility of joining your team.

Here’s why I think we’d be a great match:
 You need [key requirement from job description] - I’ve [how you’ve de-

monstrated this skill/experience]
 You’re looking for [another requirement] - In my role at [Previous Compa-

ny], I [relevant achievement]
 You value [company value/culture aspect] - This resonates with me be-

cause [authentic connection]

I’ve attached my resume that shows more of my background, but I’d love to 

tell	you	about	[specific	project/achievement]	that	particularly	relates	to	what	

you’re doing at [Company Name].

Thanks for considering my application. I’m excited about the possibility of 

working together!

Best,

[Your Name]

[Your Contact Information]
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Follow-up After Interview

Subject: Thank You - [Position Title] Interview on [Date] 

Formal Version:

Dear [Interviewer’s Name],

Thank you for taking the time to speak with me today about the [Position Title] 

role at [Company Name]. I appreciated the opportunity to learn more about 

[specific	aspect	of	the	role	or	company	discussed].

Our	conversation	about	[specific	topic	discussed]	reinforced	my	enthusiasm	 

for	 the	position	and	confidence	 that	my	background	 in	 [relevant	skills/expe-

rience] aligns well with what you’re seeking.

I was particularly excited to learn about [something you learned in the inter- 

view that increased your interest]. This resonates with my experience in [rela-

ted experience] and my approach to [relevant skill area].

After our discussion, I wanted to emphasize my strong interest in joining 

[Company	Name].	 I	 believe	 I	 could	make	 valuable	 contributions	 to	 [specific	

team/project/goal mentioned during the interview].

If you need any additional information from me, please don’t hesitate to ask. 

I look forward to hearing about the next steps in the process.

Thank you again for your consideration.

Best regards,

[Your Name]

[Your Contact Information]

Less Formal Version:

Hi [Interviewer’s Name],

Thanks so much for chatting with me today about the [Position Title] role. I really 

enjoyed	learning	more	about	[something	specific	you	discussed].

Our	 conversation	 about	 [specific	 project/challenge/responsibility]	 got	me	

even more excited about the position. It sounds exactly like the kind of challenge  
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I’ve been looking for, and my experience with [relevant experience] would let 

me hit the ground running.

I especially appreciated hearing about [something positive about the com-

pany/team/culture]. That’s exactly the kind of environment where I do my best 

work.

If you need anything else from me as you move forward with your decision, 

just let me know!

Thanks again for your time today.

Best,

[Your Name]

[Your Contact Information]
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Request for Recommendation

Subject: Request for Professional Recommendation 

Formal Version:

Dear [Recipient’s Name],

I am in the process of [applying for a new position/pursuing a professional 

opportunity] and am writing to ask if you would be willing to provide a profes-

sional recommendation for me.

During our time working together at [Company/Organization] from [time 

period],	you	were	directly	involved	in	[specific	projects/responsibilities]	where	

I demonstrated	[relevant	skills/qualities].	Your	perspective	on	my	work	would	

be particularly valuable given your role as [their role in relation to you].

The	[position/opportunity]	I	am	pursuing	requires	strength	in	[specific	skills	

or qualities], and I believe your recommendation could speak to my abilities in 

these areas.

If you are comfortable providing a recommendation, it would be needed by 

[deadline]	and	would	involve	[specific	format:	e.g.,	letter,	online	form,	potential	

phone call]. I would be happy to provide any additional information that might 

be helpful, including my updated resume and the job description.

I understand that writing a recommendation requires time and conside-

ration, and I completely understand if you are unable to accommodate this 

request due to other commitments.

Thank you for considering my request. I have greatly valued our professional 

relationship.

Best regards,

[Your Name]

[Your Contact Information]
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Less Formal Version:

Hi [Recipient’s Name],

I’m reaching out because I’m applying for [position/opportunity], and I was  

hoping you might be willing to provide a recommendation for me.

Having	worked	together	on	 [specific	project/team],	 I	 thought	you	might	be	

able to speak to my [relevant skills/qualities] that would be important for this role.

The recommendation would need to be [format] by [date]. I’m happy to pro-

vide any details that would make this easier for you, like my current resume or 

specific	points	that	would	be	helpful	to	highlight.

I completely understand if you’re too busy right now or don’t feel you’re the 

right person for this. No pressure at all - just thought I’d ask!

Thanks for considering, and I’m happy to chat more about this if you have 

any questions.

Best wishes,

[Your Name]

[Your Contact Information]
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Resignation Letter

Subject: Resignation - [Your Name] 

Formal Version:

Dear [Manager’s Name],

Please	accept	this	letter	as	formal	notification	of	my	resignation	from	the	po-

sition of [Your Position] at [Company Name], effective [last working day, typically  

two weeks from the date of the letter].

I have appreciated the opportunities for professional growth and develop-

ment you have provided during my time at [Company Name]. The experience 

has been valuable, and I am grateful for the support and guidance you have 

offered.

During my remaining time, I am committed to completing my current projects 

and facilitating a smooth transition. I would be happy to assist with training  

my replacement if needed.

Please let me know how I can be of assistance during this transition period.

Thank you for your understanding.

Sincerely,

[Your Name]

[Your Contact Information]

Less Formal Version:

Hi [Manager’s Name],

I	wanted	to	let	you	know	that	I’ve	made	the	difficult	decision	to	resign	from	my	

position as [Your Position]. My last day will be [date, typically two weeks from 

now].

I’ve really valued my time at [Company Name] and appreciate all the oppor-

tunities I’ve had to grow professionally on your team. I’ve learned so much from 

working with you and the team.
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I’m committed to making this transition as smooth as possible. I’d be happy 

to help train whoever will be taking over my responsibilities and make sure all 

my current projects are in good shape before I leave.

Thank you for your understanding. I’d be glad to discuss this further at your 

convenience.

Best regards,

[Your Name]



149

Thank You for Opportunity

Subject:	Thank	You	for	the	[Specific	Opportunity]	

Formal Version:

Dear [Recipient’s Name],

I	am	writing	to	express	my	sincere	gratitude	 for	 the	opportunity	 to	 [specific	

opportunity: e.g., attend the leadership conference/participate in the training 

program/represent our team at the industry event].

The	experience	was	 incredibly	valuable,	allowing	me	 to	 [specific	benefits:	

e.g., gain new insights/develop important skills/expand my professional net- 

work].	 In	 particular,	 I	 found	 [specific	 aspect]	 to	 be	 especially	 beneficial	 and	

have	already	begun	implementing	[specific	application]	in	my	daily	work.

I	appreciate	[specific	thing	you’re	grateful	for:	e.g.,	your	support	in	making	

this possible/the trust you placed in me/the resources provided for this oppor-

tunity].	This	experience	has	contributed	significantly	to	my	professional	deve-

lopment,	and	I	am	committed	to	applying	what	I’ve	learned	to	[specific	appli-

cation	that	benefits	the	team/company].

Thank you again for this valuable opportunity. I look forward to discussing 

my insights with you and the team.

Best regards,

[Your Name] [Your Position]

[Your Contact Information]

Less Formal Version:

Hi [Recipient’s Name],

I just wanted to send a quick note to say thank you for the opportunity to [spe-

cific	opportunity].	It	was	an	amazing	experience!

I learned so much about [key takeaway], and I’ve already started using [spe-

cific	 technique/skill/knowledge]	 in	my	work.	The	session	on	 [specific	aspect]	

was particularly eye-opening for me.
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I	really	appreciate	you	[what	they	did	to	make	it	possible	for	you].	It	means	a lot	

that you [invested in my development/trusted me with this opportunity/etc.].

Thanks again - I’m excited to share what I learned with the team!

Best,

[Your Name]



Pro Tips for Career 
Development Emails:

1. Be authentic	–	Let	your	genuine	interest	and	enthusiasm	come	through.

2. Research thoroughly	–	Demonstrate	knowledge	of	the	company	or	
position in application emails.

3. Customize each message	–	Never	send	generic	templates	for	job	app- 
lications or follow-ups.

4. Show gratitude	–	Express	appreciation	for	opportunities	and	others’	
time.

5. Keep it professional	–	Even	in	 less	formal	versions,	maintain	appro- 
priate business language.

6. Proofread carefully	 –	 Career-related	 emails	 must	 be	 error-free	 to	
make the best impression.

7. Follow up appropriately	–	Respect	timelines	and	don’t	over-commu-
nicate when following up.
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Response Quality Meter
Track the quality of responses you receive:

Month 1 - Before Templates:
 Average response time: _____ days
 Positive	responses:	_____%
 Requests	fulfilled:	_____%
 Misunderstandings: _____

Month 2 - After Using Templates:
 Average response time: _____ days
 Positive	responses:	_____%
 Requests	fulfilled:	_____%
 Misunderstandings: _____

Skills Development Checklist
 Clarity: I can write emails that are easily understood 
 Conciseness: I keep emails short while including necessary information 
 Professionalism:	My	emails	reflect	well	on	me	and	my	organization	
 Cultural Awareness: I adapt my emails for different cultures 
 Confidence: I no longer stress about writing business emails 
 Efficiency:	I	save	significant	time	using	templates	
 Results: I get better responses to my emails

Personal Email Improvement Plan
Based on your tracking, identify areas for continued improvement:

Strengths I’ve Developed:
1. ____________________________________________________________
2. ____________________________________________________________
3. ____________________________________________________________


