BUSINESS EMAIL TEMPLATE
Subject: [Clear outcome or action needed by date]
Preview text: [One sentence that tells the reader why this email matters.]
Hi [Name],
[Open with the reason for the message in one direct sentence.]
CONTEXT
[Give only the background needed for the reader to understand the update, request, or decision.]
KEY UPDATE
[What changed, what was decided, or what you need the reader to know.]
ACTION NEEDED
[Name the requested action, owner, due date, and any link or attachment required.]
FOLLOW-UP
[Explain when you will follow up, where questions should go, or what happens next.]
Thanks,
[Your Name]
Reusable variants
• Client request: replace the key update with a concise ask and one deadline.
• Internal announcement: lead with the change, then list what each team should do.
• Meeting follow-up: summarize the decision, owners, dates, and open questions.
• Stakeholder update: show current status, risk, decision needed, and next checkpoint.
Proofing checklist
• Confirm the subject line names the outcome or action.
• Keep the first sentence direct and useful.
• Remove sections the reader does not need.
• Test links, attachments, names, dates, and recipients before sending.
