GUIDE

Write Professional Business Emalils
with Al — Quick-Start




1- Why Professional Emails
Matter

In today’s business world, your Good Examples:

emails are often your first “I hope this message finds
impression. Clear, professional you well. | am following up on
emails save time, reduce our recent discussion regarding
misunderstandings, and build trust. the project timeline.”

Al tools like ChatGPT and “Thank you for your prompt
Grammarly help improve your response. | look forward to
writing by fixing grammar, collaborating with you.”
enhancing tone, and suggesting Bad Examples:
phrasing. However, knowing email X “Yo, where’s that report?
basics is key before relying on Al. Need it ASAP.”

X “Hey, did we talk about that
thing last week or something?”
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2- The 5 Key Elements of a
Professional Email

Every professional email should include: LGood Examples:

1.Subject Line #: Clear and specific to Subject: “Request for

grab attention. Meeting on Project Update”

2.Greeting | : Sets the right tone, formal Greeting: “Dear Ms.
or casual depending on recipient. Smith,”

3.Body /: Concise and organized, Call to Action: “Please
getting straight to the point. confirm your availability.”

4.Call to Action @: Clearly state what Closing: “Best regards,
you want the reader to do. John Doe”

5.Closing //: Polite and professional,

Bad Examples:
with your signature.

X Subject: “Meeting?”
X Greeting: “Hey” (too
informal)

X Call to Action: “Let me
know.” (unclear)

X Closing: “Thanks.” (too
brief)
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3- How Al Tools Can Help You
Write Better Emails

Al writing assistants like Good Examples:
ChatGPT, Grammarly, and Jasper Prompt: “Write a polite follow-up
help improve grammar, tone, and  email asking for a project status

clarity, saving you time and update.”

reducing errors. Always Al Output:
personalize Al suggestions to “Dear Mr. Lee,

keep your voice authentic. | hope this email finds you well.

Could you please update me on the
status of the project? Thank you for
your assistance.

Best regards,

[Your Name]”

Grammarly improved: “Send me
the report.” = “Could you please
send me the report at your earliest
convenience? Thank you!”

Bad Examples:
X Vague prompt: “Email project” =
unclear output.
X Copy-pasting Al text without
review - robotic and impersonal.




4- Step-by-Step Email Drafting
with Al — Before and After

Start with your draft, run it Bad Examples:

through Al, then review and X Before: “Meeting next week?”
personalize. After Al (not customized):
Good Examples: “Greetings, scheduling meeting.”
Before: “Can we talk next (robotic)

week?” X Before: “Send files.”
After Al: After Al (blind copy): “Dear
“Dear Ms. Carter, Sir/Madam, | require the files.”

| hope you’re well. I'd like to (too formal and distant)

schedule a meeting next week to
discuss our collaboration. Please
let me know your availability.
Best regards,

[Your Name]”

Before: “Send me the files.”
After Al:

“Hello John,

Could you please send me the
files related to last week’s
project? Thank you for your help.
Best regards,

[Your Name]”
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©- Tone and Style — Writing
for Impact

Match tone to audience and purpose. Too formal can sound
cold; too casual may seem unprofessional.

Good Examples:

Formal: “Dear Dr. Wang, | appreciate your time reviewing
my proposal.”

Friendly: “Hi Lisa, thanks so much for your help with the
report!”

Bad Examples:

X Too casual: “Hey, thanks a bunch!” (to senior client)

X Too stiff: “I humbly request your immediate attention.”
(awkward)

06




6- Polishing Your Email —

Advanced Tips

Use bullet points or numbered
lists for clarity

Keep paragraphs short

Prefer active voice

Avoid jargon and clichés

Good Examples:
“Please review the following:
. Budget approval by Friday
. Finalize contract details
e Schedule kickoff meeting”
“We recommend moving
forward with Plan A because it is
cost-effective.”
Bad Examples:

X “The budget approval should
be by Friday and contract details
are to be finalized before the
meeting kickoff scheduling.” (long
and confusing)

X “Leverage synergies to
maximize ROl before paradigm
shift.” (jargon overload)
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Bonus — D Professional Email
Templates

Meeting Request

Subject: Request for Meeting on [Topic]

Dear [Name],

| hope you are well. | would like to schedule a meeting to discuss [topic]. Please let
me know your availability.

Thank you,

[Your Name]

Follow-Up After Meeting

Subject: Thank You and Next Steps

Dear [Name],

Thank you for meeting with me today. Please find attached the documents we
discussed. Let me know if you have any questions.

Best regards,

[Your Name]
Apology Email

Subject: Apology for Delay in Response

Dear [Name],

| apologize for the delayed response. | appreciate your patience and wiill
address your concerns promptly.

Thank you,

[Your Name]

Request for Information

Subject: Request for Information on [Topic]

Dear [Name],

Could you please provide the details regarding [specific information]? Your
assistance is greatly appreciated.

Best regards,

[Your Name]

Thank You Email

Subject: Thank You for Your Support

Dear [Name],

Thank you for your support during [event/project]. | look forward to continuing
our collaboration.

Best regards,

[Your Name]
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Bonus Page: Before You Click —
Your Email Checklist [4X

Clear, specific subject line?
Appropriate greeting?

Concise, organized body?

Clear call to action?

Tone matches audience?
Checked grammar and spelling?
Polite closing and signature?
Attachments and links included?
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Invitation to Your Full
Udemy Course + Bonus Tips

READY TO MASTER PROFESSIONAL EMAILS, MEETINGS,
PRESENTATIONS, AND Al COACHING?

Join my full Udemy course:

BUSINESS ENGLISH 2025: CAREER COMMUNICATION WITH
Al TOOLS

What you'll get:

e Confident email writing with Al support

e Leading effective meetings and presentations

e Real-world examples and practice

e Lifetime access and updates

e Bonus: Exclusive Al prompt templates to speed up your
writing!

ENROLL TODAY AND TAKE YOUR BUSINESS COMMUNICATION
SKILLS TO THE NEXT LEVEL, CLICK HERE !!!

- ’

\

\

L\

¥


https://www.udemy.com/course/business-english-skyrocket-your-career-to-new-heights/learn/lecture/49424971#overview

