English with Mack englishwithmack.com

The Executive Email Playbook

Real phrases for opening, asking, pushing back, and closing — by situation.

Most professional emails fail in the first ten words. The opener is too soft, the ask is buried, the close is awkward.
This playbook gives you the exact phrases native professionals use — copy them, adapt them, ship the email.

01 - STRONG OPENING LINES (SKIP THE EMPTY ‘| HOPE THIS EMAIL FINDS YOU WELL")

| Quick one — could you confirm the deadline for the Q3 report?
Signals it's short and respects their time. Use for one-question emails.

| Following up on my note from Tuesday about the pricing draft.
Reactivates a thread without sounding annoyed.

| | wanted to share an update on where we are with the launch.
Neutral, professional opener for status emails.

| Thanks for jumping on the call this morning — a few takeaways below.
Best opener for post-meeting recaps.

| I'm reaching out because we're hitting a blocker on the Acme account.
Direct opener when you need help. Names the problem in the first line.

| Per our chat, I'm sending over the proposal we discussed.
Use after a verbal agreement so the email feels expected, not cold.

02 - MAKING THE ASK (BE SPECIFIC ABOUT WHAT YOU WANT AND WHEN)

| Could you take a look and let me know by end of day Thursday?
Combines the ask + a deadline. Always include both.

| Would you be open to a 20-minute call next week to walk through this?
'Would you be open to' is softer than 'Can you' but still direct.

| I'd appreciate your sign-off so we can move to the next phase.
Names exactly what you need: a sign-off, not 'thoughts'.

| Could you confirm the budget number we landed on? | want to make sure I'm working from the right
figure.
Asks a question and gives the reason in one sentence.

| Looping in Sarah, who can answer the technical side.
Standard phrasing when you're delegating part of the answer to someone else on the thread.

| Two quick asks: (1) the updated logo, (2) approval on the headline copy.
Numbered asks make it impossible for the reader to miss one.

03 - FOLLOWING UP WITHOUT SOUNDING ANNOYED

| Bumping this to the top of your inbox.
Light, friendly nudge after 3—-5 days. Universally accepted in business English.

| Just checking in on the below — happy to jump on a quick call if easier.
Offers a way to unblock the conversation if email is dragging.

englishwithmack.com - Free to share 1/3



English with Mack englishwithmack.com

The Executive Email Playbook

Real phrases for opening, asking, pushing back, and closing — by situation.

| | know you're swamped — any update on the contract review?
Acknowledges they're busy without making excuses for them.

| Following up here — let me know if | should be talking to someone else on this.
Polite escalation. Signals you'll move on if they don't respond.

| Circling back on this. Should we schedule time to discuss?
Use after two unanswered emails. 'Schedule time' raises the stakes slightly.

04 - PUSHING BACK DIPLOMATICALLY

| I want to flag a concern with the current timeline.
'Flag a concern' is the standard professional way to disagree without sounding negative.

| Help me understand the reasoning behind this decision.
Sounds curious, not combative. Buys you time and information.

| | see it slightly differently — let me explain.
Owns the disagreement without attacking the other person.

| Before we lock this in, can we talk through the trade-offs?
Slows down a decision without saying 'no' outright.

| I'm going to push back on this one.
Direct but professional. Common in senior-level emails. Pair with a reason in the next sentence.

| | hear you, and I still think we should go with option B because...
‘| hear you' acknowledges; ‘and' (not 'but’) keeps it collaborative.

05 - APOLOGIZING WITHOUT OVER-APOLOGIZING

Apologies for the delay — here's the file you asked for.
Acknowledge once, then move on. Don't explain why you were slow.

That was on me. Here's how I'll fix it.
Owns the mistake without grovelling. Senior-level move.

| Thanks for your patience — the updated version is attached.
Reframes 'sorry' as gratitude. Stronger and more professional.

| | dropped the ball on this. Sending a corrected version now.
Idiom: 'drop the ball' = make a mistake by forgetting. Very common in US business English.

06 - CLOSING LINES THAT ACTUALLY INVITE A REPLY

| Let me know if anything's unclear.
Better than 'let me know if you have questions' — feels less like a script.

| Happy to hop on a quick call if that's easier.
Offers a path forward if email is getting too long.
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| Looking forward to your thoughts.
Standard, neutral, never wrong.

| Appreciate you taking a look.
Warm without being fake. Drops the formality of 'thank you in advance'.

| Thanks — speak soon.
Common UK/AU close. Friendly without being casual.

Best,
I The safest professional sign-off in 2026. 'Regards' is fading.

07 - PHRASES TO RETIRE FROM YOUR INBOX

These are technically correct but sound dated, distant, or insincere to modern readers.

| I hope this email finds you well.
Replace with: a one-line opener that names the topic.

| Please be advised that...
Replace with: 'Just a heads up —' or simply state the fact.

| As per my last email...
Sounds passive-aggressive. Replace with: 'Following up on Tuesday's note about X.'

| Kindly do the needful.
Replace with a specific ask: 'Could you send the signed version by Friday?'

| Thanking you in advance.
Reads as presumptuous. Replace with: 'Thanks for taking a look.'

| Sincerely yours,
Too formal for most modern business contexts. Replace with: '‘Best,’ or 'Thanks,'

THE 30-SECOND EMAIL TEST

Before you hit send, read it as if you only have 30 seconds. Can the reader see (1) what this is about, (2) what you want
from them, and (3) by when? If any of those isn't obvious in the first screen, rewrite.
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