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Guide to Effective Emails: 
The 336-word email template 

 
1. Subject (6-8 words)  The subject is the first and most important part of the whole 

message. It should reflect your purpose, SMART objective and 
indicate your call to action.  
 
The subject answers: 
 
 What the email is about 
 Why it is important 
 What you need the reader to do about it 

 
Examples: 

 
 Set up appointment through WebEx: please confirm 
 System reboot necessary midnight (CST) 
 Important details about the status of your case 
 System implementation: additional requirements 
 Important concern: testing results 
 Additional information needed to proceed with case  
 System failure: next steps 
 Telephone call Monday afternoon to provide update  
 Router RV042G reboot: Network currently down  
 Software patching for bug fixes affecting system 
 Configuration data for reboot 
 Replacement of FRU  
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2. First 30 words  

The first 30 words are the second most important part because 
they are visible in email preview windows. They must include 
your: 

1. Cordial greeting 

2. Lead in with context or background if necessary 

3. Intention 

4. Key message 

5. The call to action (the explicit desired reaction from the 
reader).  

6. Reference to attachments with a brief description. 

7. Mention who you are copying and why. 

 
1. Greetings Examples, in order of formality: 

 
1. Dear Mr. / Ms. Andersen,  

For someone you don’t already know, and who has an obvious 
position of authority or formality. Rule of thumb: if you don’t 
know how informal you can be, you can’t offend anyone with 
this option.  
 
Note that it is now acceptable to use Ms. for all female 
executives. DO NOT use Miss, and Mrs. is still common but 
runs more risk of offending someone.  
 
It is rare to use titles. On some occasions Dr. is appropriate for 
someone with a PhD, but mostly in academic circles.  
 

2. To impersonal or generic accounts 
For writing formally to an unknown person. Examples: 
 
 To whom it may concern: 
 Dear Technical Support: 
 Dear Customer Relations:  
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3. For groups, in order of formality: 

 Greetings, 

 Hello everyone, 

 Hi everyone, 

 Hi folks, (for close colleagues) 

 Hey folks, (for close colleagues) 
 

4. Dear John, 
Extremely common for an email that is formal but with 
someone who you already have met.  
 

5. Hello John, 
Less formal and a little more friendly than Dear, but not 
informal. Most likely someone you already have met or had 
some kind of interaction with.  
 

6. Hi John, 
Informal and friendly, appropriate for someone you have 
regular contact with.  
 

7. John: or John, 
Careful. This has two potential purposes. It can be serious and 
down to business, implying you are in no mood for niceties. 
Or, it can simply be for someone with whom you have 
frequent contact and there is no need for more introduction. 
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2. Lead-ins 
The following lead-ins are optional in English:  
 Hope you are well.  
 Hope everything is well with you. 
 
The following examples are much more common. They establish 
a polite tone and the context of the email at the same time:  
 
 It was a pleasure to meet you last week.  
 Thank for you for speaking with me yesterday.  
 Thank you for your email.  
 Thank you for you timely answer (or response).  
 Thank you for getting back to me about the implementation. 

 
3. Intention How to start: 

 I am writing to … 
 The intention of this email is to… 

– Express my concern about… 
– Share with you… 
– Confirm that… 
– Propose… 
– Request… 
– Clarify… 
– Follow-up on your request/email about… 

4. Key message Useful phrases: 

 The status of your case is X and the following steps are 
necessary to… 

 The project is delayed (more formal) 
 The report is late (less formal) 
 This plan/project will provide the following X benefits: 
 This is an opportunity I want to make sure we take advantage 

of 
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5. Call to action Useful phrases: 
 

 Please advise. (Common, but sounds very mechanical and 
lacks a deadline) 

 Firm but polite: 
o Please let me know by (day or date). 
o Please confirm as soon as possible. 
o Please let me know as soon as you can. 

 Please confirm ASAP (careful, connotation is authoritative) 
 Please respond with your opinion/feedback/recommendation 

by (day or date) 
 Please call to discuss 
 I would like to schedule a meeting via WebEx to discuss/make 

a decision/arrive at a consensus. Please let me know when 
would be a good time for you. I’m available …. 

 Please look into this issue and get back to me by (day or date). 
 Please let me know if you approve of this plan/proposal/action 

so that I can begin the next steps.  
 I expect to hear from you by (day or date). (use with care, this 

is strong) 

 

6. Attachments If the complete information you are presenting is longer than 300 
words, the remaining information should be included in an 
attached document. Useful phrases: 

 I’m attaching the full report… 
 Please find attached… 

 

7. Copying others Unless it is obvious, mention who you are copying and why so 
that everyone knows why you have included them in the 
conversation thread. Be very careful with “reply all”. Bcc: Some 
organizations discourage bcc on the basis that it goes against a 
basic principle of transparency.  

Useful phrases: 

 I’m coping John on this email so that he is aware of… 
 Lisa is copied on this email so that she can follow-up on the 

next steps. 
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3. Email body  300 words maximum:  

If the email requires more the 30 words, the body of the email 
should be no more than 300, meaning the whole message can be 
seen without needing to scroll when viewed on a full computer 
screen. Present your key message and your key points in a 
bulleted list. 
 

8. Closure  
The closure is one sentence and repeats your call to action. 
Examples: 

 
 Thank you in advance and I look forward to hearing from you.  
 Please let me know if there is any further information I can 

provide.  
 I look forward to speaking with you.  
 It’s a pleasure to work with you and I look forward to our next 

meeting/project/call/. 
 Thank you again for your help.  

 
9. Signatures Common examples, in order of formality: 

  
 Regards, 
 Best regards, 
 Kind regards, 
 Best, 
 Look forward to hearing from you soon. 
 With best wishes, 
 Sincerely, 
 Take care,  
 Talk to you soon, 
 See you soon,  
 Be in touch,  
 Keep in touch, 
 We’ll be in touch, 
 See you later,  

  

In
fo

rm
al

 
 

Fo
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al
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Example email 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
To: Customer  
 
Subject: Additional information needed to proceed with case 
 

 
Dear Nicole, 
 
Thank you for taking the time to meet with me via WebEx this morning and sharing the 
issues your company is facing with its network.  I can understand your concern with the 
issues and I can assure you that at CSC we are experienced engineers. 
 
Given the urgency of your issue, I have opened a collaboration with my team in order to 
ensure that we resolve your issue as soon as possible.  
 
In order for me to continue to move forward, I need the following information from 
you: 

 XXXX 
 XXXX 
 XXXX 

 
Upon receipt of this information, I will have an update for you within 2 hours.  
 
Please do not hesitate to contact me if you have any additional questions.  
 
I have copied my supervisor Mr. Jones as well so he is aware of the current issue.  
  
Best regards,  
Rodrigo  
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Case Study #1 
 

 
 

Subject: NETWORK  DOWN  
 
Hello Customer Support Center, 
 
Our network in the oncology department has been crashing during video calls the past 3 days. 
This is extremely important because many of our patients’ parents rely solely on video calls to 
communicate with medical doctors regarding their children’s treatment progress and to 
communicate with their children through live video.  
 
We’ve noticed a huge difference in our patients and treatment outcomes since we’ve introduced 
video calls. Previously, telephone calls and email were the main sources of communication. This 
often led to treatment delays and misunderstandings through e-mail.  
 
Our children have really benefited from being able to have live interaction with their parents 
when their hometown is too far away and the family cannot afford to leave their current jobs to 
stay with their children.  
 
Please help us fix the video problem as soon as possible so our families can be connected again! 
 
Thank you,  
  
Rachel Johns, LSW 
Holistic Pediatric Care Coordinator  
Children’s Hospital of Orange County 
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Case Study # 2: 
 

 
 

 

Subject:  New Offices - Serious Project Delay   
 
Mauricio, 
 
The office real-estate project in Morelia is still badly behind schedule, now by almost 4 months. 
You have made repeated promises to speed up the delivery of the new office, but until now, 
there has been little progress. These delays are now costing the business hundreds of thousands 
of pesos in lost revenue and we need assurances that the project will be delivered in January 2020 
as stated before. 
 
This is a critical issue and if necessary I will raise it to legal authorities.  
 
 Yours, 
-Juan Perez 
U.S. / Latam Director 
 


