
   
z STRATEGIES FOR EFFECTIVE EMAIL 

When making a request in an email, begin by analyzing your audience and context. Based on those 
factors, you’ll decide whether to be more or less direct. As you draft, try these strategies: 
 

1. MATCH THEIR STYLE  
 
If you know the person you are emailing, try basing your tone and style on theirs. Imagine you have 
already received the following email from a professional you met at a networking event, Linda Hu: 

 
 
To: vanessa.chavez@baruch.cuny.edu 
Subject: Re: Request an informational interview 
 
Vanessa, 
 
I’m very happy to speak with you. I’m usually available 10am-12pm EST on Tuesdays. When were you 
thinking? Let me know. 
 
Best, 
Linda 
 

 
Because she signed off with her first name, you can probably address her as “Linda,” though you 
can still write “Ms. Hu” if you’d prefer to be more formal. Follow her lead when it comes to 
concision: the length of her email suggests she is busy and she’d appreciate brevity. (But keep in 
mind that, when someone writes you with a one-word email, you might need to respond a bit more 
formally.) 

 

2. SOFTEN TONE  
 
To achieve an appropriate tone, you might “soften” your language. The conditional tense—
“would”/ “could”—implies an outcome is uncertain, for example. This can convey politeness, since 
it leaves room for rejection. But if you do this too much, you may give the impression of being too 
unsure, wordy, or even fearful.   

 
REQUESTING A MEETING: 

 
Could you meet at 3pm on Thursday? 
Would it be possible for you to…? 

Can you meet at 3pm on Thursday? 
Are you available…? 

How’s 3? 
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MODIFYING CERTAINTY: 
 

Very uncertain about a 
request  

Is there any way that you could …? 
Would it be possible for you to …? 
Is there a chance that …? 

Uncertain If possible, … 
If you’re not too busy … 

More certain Will you … ? 
Please … 

 
 

3. REUSE COMMON STRUCTURES: 
 

TO GIVE YOUR AUDIENCE ROOM TO SAY NO: 
I understand if this isn’t possible given the short notice.  
No worries if you’re not able to … 
I know this is a busy time of year; however, I hope … 
 
TO EXPRESS GRATITUDE: 
Thank you for considering my request. 
I would really appreciate your help with … 
I am grateful for the support … 
I want to thank you for taking the time to … 
 
TO MAKE EXPRESS AVAILABILITY: 
I’m very flexible and would be available to chat at a time that is convenient for you. 
If this does not work, I’m also available … 

 
 

4. EXPLAIN 
 
If you’re emailing someone you’ve never met before, you will want to spend at least one paragraph 
explaining how you became familiar with them and their work/position and why you hope they’ll 
respond.  

 
PROVIDE REASONS FOR THE REQUEST:  
 
I am inviting you to our panel so that students can benefit from your wealth of experience… 
Given my desire to work in finance, I wanted to ask your advice about … 

  


