HOW TO WRITE A PERFECT PROFESSIONAL EMAIL IN ENGLISH IN 6 STEPS
As a form of business communication, Email has many advantages.  You don't have to be available at the same time as the person you are communicating with. As a result, it allows us to keep projects moving when our co-workers are unavailable or on the other side of the world. The problem is that we are drowning in emails. It has been calculated that the average person using email for business receives and sends over 100 emails a day. On top of that, emails are all too easily misunderstood. A recent study by Sendmail found that 64% of people have sent or received an email that caused unintended anger or confusion. Because of the volume of emails we send and receive, and because emails are often misinterpreted, it's important to write emails clearly and concisely.

For most of us, email is the most common form of business communication, so it’s important to get it right. Although emails usually aren’t as formal as letters, they still need to be professional to present a good image of you and your company.

How to write a formal email

Follow these six simple steps to make sure your English emails are perfectly professional.

1. Begin with a greeting and (if possible) a compliment.
2. Thank the recipient

3. State your purpose

4. Call to action

5. Add your closing remarks

6. End with a closing

1. Begin with a greeting

Always open your email with a greeting, such as “Dear Lillian”. If your relationship with the reader is formal, use their family name (eg. “Dear Mrs. Price”). If the relationship is more casual, you can simply say, “Hi Kelly”. If you don’t know the name of the person you are writing to, use: “To whom it may concern” or “Dear Sir/Madam”.

Compliment or Pleasantry. When you're emailing someone for the first time, then a compliment makes an excellent opener. A well-written compliment can also serve as an introduction. For example:

· "I enjoyed your presentation about [topic] on [date]."

· "I found your blog post on [topic] really helpful."

· "It was good to meet you at [event]."

If you're writing to someone you know, then use a pleasantry instead. A pleasantry is typically a variation on "I hope you're well." Alternatively, you can say thank you for something they've helped you with or for information they sent in a previous email.

2. Thank the recipient

If you are replying to a client’s inquiry, you should begin with a line of thanks. For example, if someone has a question about your company, you can say, “Thank you for contacting ABC Company”. If someone has replied to one of your emails, be sure to say, “Thank you for your prompt reply” or “Thanks for getting back to me”. Thanking the reader puts him or her at ease, and it will make you appear more polite.

3. State your purpose

If you are starting the email communication, it may be impossible to include a line of thanks. Instead, begin by stating your purpose. For example, “I am writing to enquire about …” ,“I am writing in reference to …”.,"I'm emailing to ask about..." or "I wondered if you could help with..."
Make your purpose clear early on in the email, and then move into the main text of your email. 
4. A call to action. 
After you've explained your reason for emailing, don't assume the recipient will know what to do. Provide specific instructions. For example:

· "Could you send me those files by Thursday?"

· "Could you write that up in the next two weeks?"

· "Please write to James about this, and let me know when you've done so."

Structuring your request as a question encourages the recipient to reply. Alternatively, you can use the line "let me know when you've done that" or "let me know if that's okay with you."

Sign-off. This could be "Best Wishes," "Kind Regards," "All the Best," or "Thanks." You should always follow your sign-off with your name.

5. Add your closing remarks
Before you end your email, you should include a closing line. This has the dual purpose of re-iterating your call to action, and of making the recipient feel good. It’s polite to thank your reader one more time and add some polite closing remarks. You might start with “Thank you for your patience and cooperation” "Thank you for all your help with this."or “Thank you for your consideration” and then follow up with, “If you have any questions or concerns, don’t hesitate to let me know” and “I look forward to hearing from you”. "I'm looking forward to hearing what you think." or an informal "Does that sound good?"

6. End with a closure
The last step is to include an appropriate closure with your name. “Best regards”, “Sincerely”, and “Thank you” are all professional. Avoid closings such as “Best wishes” “"Thanks." or “Cheers” unless you are good friends with the reader. You should always follow your sign-off with your name.

Finally, before you hit the send button, review and spell check your email one more time to make sure it’s truly perfect! Careful attention to grammar, spelling and punctuation will help present a professional image of yourself and your company
If you are interested, here are some more email suggestions.

How to Write Clear and Professional Emails

Know Your Purpose

Clear emails always have a clear purpose.

Whenever you sit down to write an email, take a few seconds to ask yourself: "Why am I sending this? What do I need from the recipient?"

If you can't answer these questions, then you shouldn't be sending an email. Writing emails without knowing what you need wastes your time and the recipient's time and means you'll struggle to express yourself clearly and concisely.

This is also a good time to ask yourself: "Is this email really necessary?" Again, only sending emails that are absolutely necessary shows respect for the person you're emailing.

Use the "One Thing" Rule

Emails are not the same as business meetings. With business meetings, the more agenda items you work through, the more productive the meeting.

With emails, the opposite is true. The less you include in your emails, the better.

That's why it's a good idea to practice the "one thing" rule. Make each email you send about one thing only. If you need to communicate about another project, write another email.

Practice Empathy

Empathy is the ability to see the world through the eyes of other people. When you do this, you understand their thoughts and feelings.

When you write emails, think about your words from the reader's point of view. With everything you write, ask yourself:

· How would I interpret this sentence, as someone reading it?

· How would this make me feel if I received it?

Thinking of other people will transform the way they respond to you.

Here's an empathetic way of looking at the world to help you get started. Most people:

· Are busy. They don't have time to guess what you want, and they'd like to be able to read and respond to your email quickly.

· Appreciate a compliment. If you can say something positive about them or their work, do so. Your words won't be wasted.

· Like to be thanked. If the recipient has helped you in any way, remember to say thank you. You should do this even when it's their job to help you.

Keep Introductions Brief

When you're emailing someone for the first time, you need to let the recipient know who you are. You can usually do this in one sentence. For example: "It was great to meet you at [X event]."

One way of keeping introductions brief is to write them like you're meeting face-to-face. You wouldn't go off into a five-minute monologue when meeting someone in person. So don't do it in an email.

If you are not sure whether an introduction is needed because you've contacted the recipient before, but you're not sure if they'll remember you, you can leave your credentials in your email signature. This is ideal because:

· It keeps the main email body as short as possible.

· It avoids misunderstandings. Re-introducing yourself to someone who already knows you comes across as rude. If they are not sure whether they know you, they can check your signature.

Your signature should include:

· Your name.

· Your job title.

· A link to your website.

Limit Yourself to Five Sentences
According to Entrepreneur Guy Kawasaki: “Less than five sentences is often abrupt and rude, more than five sentences wastes time”.

It won’t always be possible to keep an email to five sentences, but in most cases, five sentences are sufficient. If you try to follow the rule, you'll find yourself writing emails more quickly. You'll also get more replies.

In every email you write, you should use enough sentences to say what you need and no more. 
Use Short Words, Sentences, and Paragraphs
As people want to read emails quickly, keep your sentences short and clear. You’ll also need to pay careful attention to grammar, spelling and punctuation so that you present a professional image of yourself and your company.

In 1946, George Orwell advised writers to:

Never use a long word where a short one will do.

This advice is especially relevant when writing emails today. Short words show respect for your reader. By using short words, you've done the hard work of making your message easy to understand.

The same is true of short sentences and paragraphs. Avoid writing big blocks of text if you want your email to be clear and easily understood. Again a George Orwell writing rule:
If it is possible to cut a word out, always cut it out.

Once you've followed your standard email structure, trim every sentence down to be as short as it can be.

Use the Active Voice

George Orwell again:

Never use the passive where you can use the active.
	In writing, there are two kinds of voices, active and passive.

Here's a sentence in the active voice:

I throw the ball.

And here's the same sentence in the passive voice:

The ball is thrown [by me].

The active voice is easier to read. It also encourages action and responsibility. That's because in the active voice, sentences focus on the person taking action. In the passive voice, sentences focus on the object that's being acted upon. In the passive voice, it can appear that things happen by themselves. In the active voice, things only happen when people take action.




Proofread Your Email

If I had more time, I would have written you a shorter letter.

Blaise Pascal
In other words, writing short emails can be harder work than writing long emails.

Part of the hard work of writing short emails is careful proofreading. Read your email aloud to yourself, checking for spelling and grammar mistakes. Ask yourself:

· Is my request clear?

· Could there be any misunderstandings?

· How would this sound if I were the recipient?

Delete any unnecessary words, sentences, and paragraphs as you proofread.

Remember, You're Not Fifteen Anymore

Don't use emoticons, chat abbreviations (such as LOL), or colorful fonts and backgrounds. While these might have been integral to your emails when you were a teenager, they are rarely appropriate in a professional context.

The only time it is appropriate to use emoticons or chat abbreviations is when you're mirroring the email language of the person you're writing to.

Write Like You Speak

Email is a less formal way of communicating than writing a letter or even making a phone call. Writing as you speak makes you come across as personable and friendly. It also helps you to keep your emails short. After all, few of us speak in extended paragraphs.

Additionally, make sure your emails reflect who you are in the real world. If you wouldn't say something to a person's face, don't say it in an email. And remember to be polite. "Please" and "Thank you" go a long way.

 Business Email Writing in English for language students
Most of us in the business world use emails as the main, and in some cases the only, means of written communication. While most of us are happy to write informal emails to friends that might have grammatical mistakes in them, the same is not true when writing to colleagues and clients with whom we want to make a good impression, or where we need to be a bit more careful or more diplomatic than usual.

A useful link with Formal and Informal Email Phrases – from Greetings to Closing Phrases:

http://www.myenglishteacher.eu/blog/formal-and-informal-email-phrases/

Here are some general tips 
1. Subject Line
Always have a subject line that summarises briefly and clearly the contents of the message 

2. Simplified Sentences
Don’t make your email look overcrowded by trying to use too many technical terms or long words. The most common mistake that many students make is to translate directly from their own language. This can often lead to confusing sentences. A popular rule that you could adapt is to use the KISS Test – Keep It Short and Simple.

3. Think of who your reader is going to be
Is it a colleague, a client or your boss? Should the email be informal or formal? Most business emails these days have a neutral tone. Note the difference between Informal and Formal:

Informal – Thanks for emailing me on 15th February
Formal – Thank you for your email dated 15th February
Informal – Sorry, I can’t make it.
Formal – I am afraid I will not be able to attend
Informal – Can you…?
Formal – I was wondering if you could….?
Some emails to colleagues can be informal if you have a long working relationship and know them well. This is the style that is closest to speech, so there are often everyday words and conversational expressions that can be used. For instance, ‘Don’t forget’, ‘Catch you later’, ‘Cheers’.

The reader may also accept or overlook minor grammatical errors in informal emails. However, if the email is going to a client or senior colleague, bad grammar and an over-friendly writing style will most probably not be acceptable.

4. Be very careful of capital letters, punctuation, spelling and basic grammar
While mistakes with these can be tolerated in informal emails, they are very important in business emails as they are a big part of the image you create. Give yourself time to edit what you’ve written before you push that Send button.

In today’s busy world, it’s very easy to send out many emails without checking them thoroughly: as an English learner, you should make a conscious effort to double check before sending.

5. Think about how direct or indirect you want to be
In some cultures, it is common practice to be very direct in email correspondence. However, this can cause a problem if you’re writing to someone in another country and in a language that is not your mother tongue. They might find your directness rude and possibly offensive.

Consider these:

Direct – I need this in half an hour.
Indirect and polite – Would it be possible to have this in half an hour?
Direct – There will be a delay
Indirect – I’m afraid there may be a slight delay.
Direct – It’s a bad idea
Indirect – To be honest, I’m not sure if that would be a good idea.
By adjusting your tone, you are more likely to get a positive response from your reader.

Look at these words: helpful, good question, agreed, together, useful, I will do my best, mutual, opportunity.
Now look at these: busy, crisis, failure, forget it, I can’t, it’s impossible, waste, hard.
The words you use show your attitude to life, so choose your words wisely.

7. Get feedback
Try and get some feedback on the emails that you write. This could be from your English Teacher or someone you know whose English is at a good level.

Study the English in any emails you receive. If it is a well-written email, look carefully at some of the language used. Start your own phrase book by collecting a bank of phrases from what you hear or read all around you; they may be useful in the future.

10 Things NOT to Tell Your Email Readers

Sometimes people say things in email that would be better left unsaid. This list of 10 examples will alert you to statements that can weaken your messages and your business relationships.

1. “My manager told me to handle it this way, but I'm not sure he knows what he is talking about.”

Why it’s bad: Telling customers or other individuals that you disagree with your manager diminishes your manager—and the entire company. It suggests the company has bad management and bad decision makers. Besides that, the statement presents you as tactless and arrogant. Criticizing your company’s policies sends the same negative message.

Instead, inspire confidence: “According to my manager, this is the best way to handle your situation.”

 

2. “I would like to have the contract for you this week, but our legal department takes forever to approve things.”

Why it’s bad: Similar to Number 1, criticizing a department like legal, information technology, or human resources belittles the company. For instance, if legal takes “forever,” it is either understaffed, incompetent, or uncooperative rather than nimble, competent, and responsive. Why would someone want to deal with an organization that has mediocre teams?

Instead, express support: “I will be sure this contract gets to you as soon as possible.”

 

3. “I am new on the job, and I'm not sure what I am doing yet.”

Why it’s bad: Although admitting inexperience can inspire empathy, it can also diminish your readers’ regard for your company and you. It can make readers wonder why your company did not train you before having you do the job, or why you did not learn from your training.

Instead, show care and common sense: “Let me confirm the best approach before we move forward.”

 

4. “My assistant does the check requests, and she is out on vacation until the 15th. Then Accounts Payable usually takes a week to cut a check.”

Why it’s bad: Details about your internal processes, especially when processes plod along not focused on customers’ or others’ needs, do nothing to satisfy readers. In fact, they make readers doubt your company’s efficiency: Can’t anyone besides your assistant complete a check request? Why does it take a week to cut a check? Justifying a delay by explaining that you are very busy at a particular time of year does not reassure readers either. It makes them wonder why you could not plan and staff for a predictably busy time.

Instead, accept responsibility: “I will see that your check is processed as quickly as possible.”

 

5. “I would have had this information for you sooner, but I had a colonoscopy, and it seems to have revealed some problems I was not aware of.”

Why it’s bad: Personal information can embarrass readers and make them feel awkward about how and whether they should respond. Unless you have a close relationship with your readers, personal details such as health concerns, legal problems, and small or grown children’s struggles do not belong in your communications. The information might make readers wonder whether you are able to give their needs sufficient attention.

Instead, be discreet: “Here is the information you requested. I am sorry for the slight delay.

 

6. “You could’ve gotten free tickets if you had let me know yesterday, but we gave them all away.”

Why it’s bad: “Could’ve” and “Should’ve” statements make readers feel bad. And the cold words on the screen can suggest that you enjoy letting people know about their lost opportunity. There is no point in sharing information that readers cannot benefit from.

Instead, say nothing or communicate empathy: “I wish I had free tickets for you.”

 

7. “Your email ended ‘Bet wishes’—what’s that supposed to mean?”

Why it’s bad: Pointing out someone’s typo, inconsequential error, or minor imperfection wins no friends. Your remark may come across as mean spirited and condescending. Such behavior is like pointing out a pimple on someone’s face. There’s not much he or she can do about it. If you are a supervisor who is coaching an employee on eliminating errors, that’s a different story. But you would communicate about the error without sarcasm.

Instead, be tactful and ignore the error.
 

8. “Why did you ask for Friday off when you know I can’t give it to you?”

Why it’s bad: It’s impossible to ask such a question in email without endangering a relationship. Readers appreciate neither the assumption that they know certain things nor the questioning of their motives.

Instead, respond without suspicion: “I am sorry that taking Friday off is impossible. It’s the start of inventory.” (Provide the appropriate reason.)

 

9. “You probably don’t need this information, but . . . .” (The writer continues with the information.)

Why it’s bad: Readers get bogged down in information they do not need. That means they will not be able to focus on what they do need, and you won’t get the results you seek.

Instead, offer to provide more information: “If you need more information, just let me know.”

 

10. “I will have this information for you by the end of the day.”

Why it’s bad—sometimes: The statement is bad if you will struggle to meet that deadline and may even miss it. Making yourself struggle and potentially missing the deadline are both bad—if the other person never communicated a required time limit.

Instead, ask about the reader’s degree of urgency: “I will be happy to get this information. When do you need it?”

What would you add to this list? 

Here are three other blog posts about potentially damaging email content:

"Who Should Save Face--You or Your Reader?"
"10 Questions to Flag Sensitive Situations"
"Caution: Read the Thread Before You Send"
