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Mastering email and letter writing is
essential for maintaining
professionalism, clarity, and
effectiveness in business
communication.
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I am of Pakistani descent, born and raised in the
UK, and I help adults build confidence in English
for the workplace.

I am an English communication coach and the
founder of Empower Learning. Through my work, I
support professionals with real-life English for
interviews, workplace communication, and
everyday professional situations.

I believe confidence comes from clarity, not
perfect grammar. My approach is practical,
supportive, and designed for real life, helping
individuals communicate clearly, professionally,
and with confidence.

Hello, my name isHello, my name is

Sobia

https://empower-learning.co.uk/


Writing Well 
The way you write reflects your
brand and professionalism. Clear,
polite communication builds trust,
credibility, and stronger business
relationships.

WhyWhy

Matters?Matters?



1. Subject line
2. Greeting
3. Opening statement
4. Body of message
5. Call to action
6. Closing and signature

Business Emails
Basic Structure ofBasic Structure of



Business Letters
1. Sender’s address
2. Date
3. Recipient’s address
4. Salutation
5. Opening paragraph
6. Main content
7. Closing paragraph
8. Sign-off and name

Basic Structure ofBasic Structure of



Use polite, respectful, and clear
language. 
Avoid jargon unless necessary.
Adapt your tone based on the
audience – formal for clients,
casual-professional for
colleagues.

Tone and Language
UnderstandingUnderstanding



Be concise but informative
Address them formally
Personalise messages when
possible
Be clear with expectations or next
steps

Clients
Writing toWriting to



Use a friendly yet professional tone
Clarify deadlines and
responsibilities
Keep it brief and relevant
Use bullet points for clarity

Colleagues
Writing toWriting to



 Be helpful and empathetic
Keep language simple and direct
Provide solutions or clear
information
Thank them for their time or
business

Customers
Writing toWriting to



To: [enter email address] 
Cc: [only add an email address that you want to be
copied into to the email] 
Bcc: [this is ‘blind copy’ only 
Subject: Thank you for your business!

Dear [Client Name],

Thank you for choosing [Your Company Name]. We
appreciate your business and are excited to start
working with you.
We are committed to providing you with great service
and support. If you have any questions or need any
assistance with [briefly mention what they purchased],
please do not hesitate to contact us. 

You can reply to this email or contact us at [phone
number] or [email address]. 
We have included some helpful resources to get you
started: [link to resources]. 

Sincerely, 
[Your Name] 
[Your Title] 
[Your Company Name] 
[Contact Information]

Client
Example Email to aExample Email to a



Colleague

To: [enter colleague email address]
Cc: [if you need to copy in another colleague/s] 
Subject: Request for Information: [Briefly state the topic] 

Dear [Colleague's Name],

Hope you're having a good week/ I hope this email finds
you well. 

I'm writing to you today to ask if you could possibly send
me [Specific information you need]. I need this
information for [Briefly explain the reason]. 
Could you please send it to me by [Deadline, if
applicable]? If you need any further clarification, please
do not hesitate to ask.
Many thanks for your help.

Best regards,
[Your Name] 
[Your Job Title] 
[Your Company]

Example Email to aExample Email to a



Misspelling names
Vague subject lines
Overly long paragraphs
Lack of clear CTA
Overuse of jargon

Common 
Mistakes

to avoidto avoid



UsingUsing
Professional
Formatting 

Stick to a clean font, consistent
spacing, and branded signatures. 
Avoid excessive colours, emojis, or
ALL CAPS.



Subject Lines

Be specific: 'Proposal for Q2
Partnership'
Avoid vague terms: 'Hey' or 'Urgent'
Highlight benefit or action

That Get ReadThat Get Read



Client Colleague

Differences

Formal Friendly

Courteous Collaborative

Concise Direct

ToneTone



Always review your message
before sending. Check for typos,
clarity, tone, and correct names.
Tools like Grammarly or MS Editor
can help.

Proofreading 
Your MessagesYour Messages



Templates 

Create and reuse standard
response formats
Have quick-reply templates
ready for common enquiries
Use shared templates across
teams for consistency

to Save Timeto Save Time



Clear, structured writing
builds trust. 
Tailor your tone, avoid
common mistakes, and use
templates wisely. 
Always proofread before
hitting send.

Summary ofSummary of
Key Points



Start applying these tips in your
daily emails. 
Consider hosting a team
workshop or sharing templates
to build consistency across the
organisation.

Call-To-ActionCall-To-Action
Next Steps & 



Let’sLet’s
Get in Touch

@sobia.businessenglish

info@empower-learning.co.uk

https://empower-learning.co.uk
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