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Introduction

About the author
Mikhail Grinberg was born in Moscow, Russia and 
currently lives in Koblenz, Germany. Over the last 
seven years he has worked as an English trainer at a 
number of world-renowned companies in Germany 
and Russia, helping hundreds of professionals to 
develop their spoken and written English skills.

Mikhail is a Cambridge CELTA- and DELTA-qualified 
trainer.

About this booklet
These days we have instant messaging, LinkedIn, Facebook, and Twitter. But 
in the world of business, email remains one of the most important methods of 
communication. Effective emails can connect you with colleagues and friends 
from all over the world. You can also save a lot of time if you learn to write 
quickly and accurately.

Follow the guidelines on the next page, or dive straight into the email phrase 
bank on pages 8 and 9.

If you are a teacher or a trainer, feel free to use this book with your learners. 

I am always interested in your honest feedback. Your comments at 
MichaelGrinberg.com will help me make future editions of this booklet even 
more useful.
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� The right process

1 Plan well
Quickly ask yourself the 
questions in parts � � 
and � of this booklet.

2 Find samples
Use a search engine 
to find samples, e.g. 

sample cover letter or get 
well email. Borrow 
useful words and 

phrases.

3 Write your first 
draft quickly

Focus on content and do 
not worry about 

grammar or style.

4 Edit
Don’t send your first 

draft: review it carefully. 
Check grammar and 

tone. Always check job 
applications 
thoroughly.

5 Send!

You can write an email in many ways. Some people write 
as they speak, some plan before they start, and some write 
in their first language and then translate. When you start 
writing emails, keep it simple and use one concrete routine. 
Let's write your next email together, step-by-step.

Think about the last important email you wrote in your language. Did you follow 
these steps? I'm sure you did - even if you followed them very quickly. When 
you write emails in English, you might be slow at first, but if you follow these 
steps you will soon get faster and faster.

Looking for 
email phrases? 

Jump to  
page 8!
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� Purpose — Audience — Effect

Ask yourself these questions before you write:

• Why are you writing? What do you want from the other person?  
e.g. I want to get that new job. I want to thank a new business partner. I want 
to sell my company's product.

• Who are you writing for? Who is your audience? 
What do you know about this person or these people? Have you met before? 
How well do you know them?

• What kind of effect would you like to produce? How do you want this 
person to react to you? How should they feel? How should they respond?
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� The right style

After you have answered the questions from �, you are almost ready to 
go! There are just a few things you need to decide on.

Think about your tone. It might be:

Very formal

We use this to apply for a 
job or make first contact 
with a business partner.  

Start with Dear Ms 
Joenssen. 

  
Use formal phrases, e.g. 
with regard to, for your 

perusal. 

Don’t use contractions. 
Write cannot, not can’t. 

End with formal phrases, 
e.g. Yours Faithfully, Yours 

sincerely. 

Business neutral

We write most business 
emails in this tone. 

Start with Dear John, 
Hello John, or Hi John.

Use contractions. Write 
I’m, not I am.

Use very formal phrases 
to be more professional. 

Use informal phrases to 
be more friendly.  

Don’t use very formal 
and informal phrases in 

the same text. 

End with a positive 
phrase, e.g. Best wishes, 

Thanks, Regards.   

Informal

We use this tone to write 
to friends, colleagues or 

business partners who we 
know well. 

Start with Hi Lucy.

Use small talk. Write 
about subjects that don’t 

directly concern your 
business, e.g. your plans 

for the weekend.

Use contractions. Write 
you’re, not you are.

Use slang. 

Don’t use bad language. 

End with informal 
phrases, e.g. Thanks, See 

you.

You can find more examples of these three styles on pages 10 and 11
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� The right structure

When you start writing, the structure of your email should be simple.

Sign-off
End the email. Don’t forget to think about 

your tone.

Greeting
Say hello. Remember to think about the 
tone when you choose your greeting.

Details
Include all the necessary details / 

information / arguments. You may need 
to write more than one paragraph.
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Introduction
State why you are writing 

and/or refer to the previous email(s).

Next actions
What will happen next? 

e.g. Please send them in by tomorrow or 
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� The final checklist

✓ Think about the purpose, audience 
and effect of your email.
✓Think about the tone you need. 
✓Look for samples online. 
✓Write your first draft quickly. 
✓Always reread your draft. 
✓Use clear, concise subject lines. 
✓Keep a clear, logical structure.
✓Write in paragraphs. 
✓Use a spell checker when writing. 

You can correct your mistakes at no 
cost!
✓Use tools like dictionaries, translation 

software and search engines.
✓Make a collection of phrases that you 

can reuse in your emails.
✓Reuse useful phrases from 

colleagues or business partners.
✓Check your email before you send it.

⤬Criticise yourself too much when writing 
the first draft. Write quickly first, then 
edit.

⤬Paste machine translations into your   
text without checking them thoroughly.

⤬Use translations from bilingual (e.g. 
German-English) dictionaries without 
checking them first.
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Do Don’t

Bonus tips: Edit Well to Avoid Mistakes

Do you want to avoid mistakes when you write your emails? Use samples effectively. Think of the 
type of email you are writing. Is it a cover letter? Is it an informal ‘thank you’ for a co-worker? Are 
you confirming the time of a meeting? Use your favourite search engine to find samples. Borrow 
useful phrases from the documents you find, but don’t re-use the documents. 

When your first draft is ready, check your collocations. These are words that go together well. 
For example, in English we say ‘heavy rain’, but we do not say ‘strong rain’. You can find more 
information about collocations in a good English dictionary. You can also check phrases from 
your email with a search engine. Copy and paste a phrase into the search box. Don’t forget to 
add the double quotation mark (“) symbol before and after your phrase. The search engine will 
tell you how many times people have used this expression online. If this number is bigger than 
10,000, it is likely that the phrase sounds good. In any case, read the first few search results. Do 
they come from popular websites? Do the words have the meaning you want them to have? If the 
answer is yes, your phrase is probably correct. If not, rewrite the phrase and check again.
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� Useful phrases

Read the words and expressions below. If you don’t understand something,  
check it with a good dictionary or your teacher and write down the translation. 

Style: very formal, business neutral, informal 
For more information on styles, check out section �

' Greeting

Dear Mr Smidt 
Dear Sir/Madam
Dear all
Dear Eric 
Eric 
Hello
Hello Eric
Hey Eric 
Hi Eric 
Hi everybody 
Hi there 
(no greeting)  

$ % Replying late

I apologise for not getting in contact with 
you before now.
I apologise for the delay in replying.
Sorry for the delay in getting back to you.
Sorry this is so late. 
Sorry I haven’t written in a while.

Previous email

Thank you for your email of ...
Further to your last email, ...
Thanks for your email.
Re your email, ...

Purpose 
I am writing in connection with ...
I am writing to enquire about …
I am writing with regard to …
Your name was given to me by ...
I am writing to clarify / confirm / follow up 
on / let you know / reply to / request / tell 
you about / thank you for / update you 
about 
I got your name from ...
I’m writing about ... 
(This is) just a quick / short note about ... 

& Asking a favour

Could you…? 
I would be grateful if you could…
If you could…, that would really help.
Would you be so kind as to…?
Would you mind …-ing…?
Can you…?

Arranging a "  call / # meeting

I am writing to arrange a time for our meeting. Are you free sometime next week? 
Could we meet on (day) in the (morning) at (time)? 
Do you think we could talk on the phone? I suggest that we Skype…
How about (day) at (time)? 
I’d like to confirm ... 
I’m free Thursday am. 
I’m out of the office until 2pm. Any time after that would be fine. 
I won’t be around until after lunch. Any time after that is okay. 
I would be able to attend the meeting on Thursday morning. 
Thursday is good for me.
That’s fine. I will call/email you tomorrow to confirm the details.
That should be okay. I’ll get back to you if there’s a problem. 
When would suit you?
What time would be convenient for you?
Just a quick note to arrange a time to meet. 

❔ Asking questions
I have a question in this regard/respect:
Could/can you please send me… 
I am interested in receiving / finding out… 
I would like to receive…
Please send me…
Can you tell me a little more about …?

Thanks

I really appreciate everything that you have 
done.
Many thanks again for your time. Thanks in 
advance. Thank you for helping me to 
solve this problem.
Just a quick note to say thanks for ...  
Thanks Jeff. 
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❗ Rescheduling / cancelling a call /
meeting

I apologise for any inconvenience caused.
I will not be able to attend the next meeting next Thursday.
I’m afraid I can’t manage next Monday.
I wonder if we could move it to ...?
Sorry for the inconvenience. Let me know if you need to change the 
arrangements.
Give me a call if anything changes. 
Re our meeting next week, I’m afraid I can’t make Thursday. How about ... 
instead?  
Sorry, can’t make it next Monday. 

+ Attachments
I have attached … for your perusal.
I’m sending you/attaching…
I’ve attached…
Please find attached…
I’m sending you the user manual as an 
attachment.
Here is the user manual you asked for / 
requested.
(See attached file: contract.pdf)

, Illness
All the best to your daughter for a speedy 
recovery. 
If you are ill, please stay at home and get 
well.
I'm sorry to hear you're ill. 
Make a quick recovery and get back at the 
office.
Get well soon!

( Small talk

Greetings from sunny/rainy/snowy Moscow. 
Have a nice day / weekend. How did the board meeting go? How 
was your trip to London? 
I hope this message finds you well. 
I hope you enjoyed the conference / your trip to London / …
Please give my best wishes / regards to Helen.
See you on Monday / next week / in London / soon.

Special occasions

Congratulations on the new job / promotion 
/ birth of your child. 
Happy birthday/belated birthday!
Congrats on the new job!

Final words

I/We look forward to hearing from you. 
(Please) do not hesitate to contact us if you need any assistance. 
Should you have any questions / suggestions, please do let us 
know.
I am looking forward to hearing from you.
If you have any questions, please (do) let me know.
Please feel free to ask any questions. 
Please feel free to get in touch with me/us.

…if you have any questions.
…if something is unclear.
…if you need more help.
…if you have any doubt about…

(I) can’t wait to hear from you.

✋ Signing off
Yours Faithfully
Yours sincerely
All the best 
Best regards
Best wishes 
See you  
Thanks 


