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Enjoy	a	FREE	inbox	cleanup	and	get	a	14-day	free	trial	when	you	sign	up	for	SaneBox.		Unless	you’re	the	top	banana	in	your	business,	there	will	be	numerous	occasions	every	week	when	you	need	to	email	your	boss.	Whether	it’s	giving	them	updates,	sharing	information,	asking	for	time	off,	getting	answers,	or	(gulp!)	admitting	to	a	mistake,	here	are
the	email	templates	you	need.	We	covered	the	general	principles	of	emailing	your	boss	in	a	couple	of	previous	articles:	How	to	email	your	boss	and	build	a	better	working	relationship.	How	to	email	your	boss	and	ask	for	time	off.	We	recommend	you	read	those	articles	first	so	you’ve	got	some	useful	context	for	these	templates	and	when	you	might
choose	to	use	each	one.	We	worked	with	our	good	friends	over	at	Recruiterbox	to	put	these	together,	since	they	know	a	thing	or	two	about	helping	people	work	together	effectively.	If	you	need	some	effective	business	guides	that	are	dead	simple	to	implement,	look	no	further.	Email	Templates	You	Will	Find	Here	These	are	the	topics	these	email
templates	are	going	to	cover.	Confirming	you’ve	completed	a	task.	Sharing	information	on	a	regular	basis.	Requesting	an	extension.	Admitting	to	an	error	or	mistake.	Asking	for	information	and	answers	to	questions.	Thanking	your	boss.	Asking	for	time	off.	General	Guidance	for	Writing	to	Your	Boss	The	style	and	tone	you	use	will	depend	on	your
relationship	with	your	boss,	whether	it’s	professional	and	formal,	informal	and	chatty,	or	somewhere	in	between.	Choose	the	style	and	tone	that	will	“land”	best	with	your	boss,	bearing	in	mind	the	type	of	email	you	are	going	to	write.	Keep	subject	lines	short	and	concise	and	include	the	most	important	information	there.	Get	straight	to	the	point,	avoid
waffling.	Use	short	paragraphs	and	ensure	you	only	cover	one	or	two	points	in	each	paragraph.	Use	bulleted	or	numbered	lists	if	it	makes	sense.	Sign	off	with	a	“thank	you”	or	“best.”	Email	Template	for	Confirming	You	Have	Completed	a	Task	Purpose	—	to	let	your	boss	know	you’ve	completed	a	one-off	or	routine	task	that	they	need	to	know	about.
Subject	line	—	Task	Completed	—	[task	title	and	short	description]	“[Name	of	boss],	The	task	you	assigned	to	me	[task	title]	[task	description]	was	completed	on	[date].	[Include	here	any	further	information	your	boss	would	find	useful	such	as	issues,	next	actions,	timescales,	or	dependencies.]	Please	let	me	know	if	you	have	any	questions	or	would	like
further	information,	otherwise,	no	response	is	needed.	Thanks,	[Your	name]”	Email	Template	for	Sharing	Information	Purpose	—	to	let	your	boss	have	access	to	certain	information	and	insights.	Subject	line	—	FYI	—	[type	of	information	you’re	sharing]	[any	action	needed]	[unique	identifier	like	date	or	number]	“[Name	of	boss],	I’m	sharing	the
following	information	with	you.	[link	to	information,	paste	into	the	email	if	short,	or	attach	it].	This	information	shows	[provide	a	brief	description	providing	a	short	overview	and	two	or	three	key	points].	After	you	have	reviewed	this	information,	please	can	you	[list	any	actions	your	boss	needs	to	take	or	questions	you	have].	Please	let	me	know	if	you
have	any	questions	or	would	like	further	information,	otherwise,	no	response	is	needed.	Thanks,	[Your	name]”	Email	Template	for	Requesting	an	Extension	Purpose	—	to	request	more	time	to	complete	a	particular	task	or	project.	Subject	line	—	Request	for	extension	[task	or	project]	to	[new	deadline	date]	“[Name	of	boss],	I	need	to	request	an
extension	for	[name	of	task	or	project]	[project	description].	I	would	like	to	propose	a	new	deadline	of	[new	deadline	date]	and	am	confident	the	work	will	be	completed	by	that	time.	I	need	to	request	an	extension	because	[list	reasons	for	extension,	e.g.	other	priorities,	changing	scope	etc.]	I	have	already	taken	the	following	actions	to	move	this	task
forward.	[list	actions].	Please	let	me	know	if	you	agree	to	this	extension	or	if	you	have	any	questions.	Thanks,	[Your	name]”	Email	Template	for	Admitting	to	an	Error	or	Mistake	Purpose	—	to	admit	to	an	error	or	mistake	you	have	made.	Subject	line	—	Issues	with	[area],	actions	being	taken	to	resolve.	“[Name	of	boss],	Unfortunately,	I	have	not	been
able	to	complete	[name	of	task],	[description	of	task]	to	the	[time,	quality,	speed	etc.]	agreed.	The	reasons	for	this	are	[list	reasons].	I	have	taken	steps	to	fix	this	issue	and	stop	it	happening	again,	including	[list	steps	you	are	taking].	I	expect	the	task	to	now	be	completed	by	[date].	I	apologize	for	not	being	able	to	complete	this	task	as	expected	and
will	make	sure	I	avoid	issues	like	this	in	future.	Please	let	me	know	if	you	have	any	questions	or	need	further	information.	Thanks,	[Your	name]”	Email	Template	for	Asking	for	Information	Purpose	—	requesting	information	and	answers	from	your	boss	Subject	line	—	Information	needed	[area	and	short	description	of	information]	“[Name	of	boss],	I
need	you	to	send	me	information	on	[be	specific	about	the	information	you	need].	In	particular,	I	am	interested	in	[list	any	key	areas	where	you	need	particular	info].	I	have	the	following	questions	[list	key	questions]	and	have	already	used	the	following	resources	to	try	and	answer	them	[list	resources].	Please	send	me	the	information	and	let	me	know
if	you	can	answer	these	questions.	Thanks,	[Your	Name].”	Email	Template	for	Thanking	Your	Boss	Purpose	—	to	thank	your	boss	for	something	they	have	done	Subject	line	—	Thank	you	for	[list	area	you	are	grateful	for]	“[Name	of	boss],	Thank	you	for	your	assistance	with	[area].	Your	help	with	[specific	actions	they	took]	meant	[you	learned
something,	were	able	to	complete	work	more	effectively,	or	other	benefits].	I	appreciate	you	using	your	time	and	expertise	to	help	me	and	let	me	[develop	my	skills,	complete	the	task,	etc.]	Thanks,	[Your	Name]”	Email	Template	for	Requesting	Time	Off	Purpose	—	to	ask	for	time	off	Subject	line	—	Request	for	time	off	[date	from	and	to]	inclusive
“[Name	of	boss]	I	would	like	to	take	time	off	between	[start	date	and	end	date].	I	have	already	spoken	with	[names	of	colleagues]	to	ensure	that	my	time	off	won’t	clash	with	anyone	else’s.	In	my	absence	[colleague	name]	will	be	acting	as	my	deputy	and	covering	my	work.	I	have	fully	briefed	and	trained	them.	I	will	also	get	ahead	on	my	work	before	I
go	and	expect	to	complete	the	following	prior	to	my	time	off.	[list	expected	status	of	key	projects,	tasks,	or	work].	I	will	ensure	that	my	entire	workload	is	handled	properly	in	my	absence.	Thanks,	[Your	name]”	And	there	you	have	it,	seven	super-helpful	templates	for	emailing	your	boss	like	a	pro!	Remember,	for	more	helpful	information	on	business
guides,	recruitment,	and	building	better	business	relationships,	hop	across	to	Recruiterbox.	By	Indeed	Editorial	TeamPublished	12	April	2022Emails	are	an	important	way	to	communicate	with	your	colleagues	and	manager.	There	are	many	situations	where	you	may	have	to	write	an	email	to	your	manager.	Knowing	the	proper	format,	process	and	best
practices	of	writing	an	email	to	your	manager	can	help	you	write	one	easily.	In	this	article,	we	discuss	how	to	write	an	email	to	a	manager,	share	tips	about	how	to	make	it	more	effective	and	provide	sample	emails	to	write	to	your	manager.Reasons	to	write	an	email	to	your	bossHere	are	some	common	reasons	for	which	you	may	have	to	write	an	email
to	your	manager	or	supervisor:Applying	for	leave	or	requesting	time	off:	While	many	organisations	use	scheduling	tools	and	software	to	simplify	the	process	of	taking	time	off,	a	professional	email	asking	your	manager	to	approve	your	leave	is	a	common	practice	in	most	workplaces.Clarifying	doubts:	When	you	have	specific	questions	about	workplace
practices	or	your	responsibilities	that	require	clarification	from	your	boss,	sending	them	in	an	email	is	one	of	the	most	effective	ways	to	address	them.	This	is	particularly	common	for	new	employees	and	team	members.Updating	progress:	You	may	have	to	write	an	email	to	your	boss	updating	them	about	certain	tasks	or	telling	them	that	you	have
completed	your	work.	Alternatively,	you	may	have	to	write	an	email	to	request	an	extension	for	certain	deadlines	or	explain	unforeseen	challenges.E**xpressing	gratitude:**	Whether	it	is	after	a	positive	performance	appraisal	or	a	team	meeting	where	your	manager	publicly	praised	your	achievements,	sending	an	email	thanking	them	and	expressing
your	gratitude	is	important.Reporting	an	incident:	When	raising	an	official	complaint	or	simply	reporting	a	conflict	with	a	colleague,	you	may	have	to	write	an	email	to	your	supervisor	explaining	certain	incidents	or	situations.How	to	write	an	email	to	a	managerYou	can	follow	these	steps	and	learn	how	to	write	an	email	to	a	manager:1.	Define	the
purpose	of	the	emailBefore	you	write,	spend	some	time	identifying	the	exact	reason	you	want	to	send	the	email.	This	can	help	ensure	that	you	receive	any	vital	information	and	keep	the	email	concise.	If	the	email	requires	some	additional	documents	or	files,	locate	them	before	you	start	writing	the	email.2.	Choose	a	suitable	subject	lineAdd	a	short
email	subject	line	that	best	summarises	the	purpose	of	the	message.	This	can	help	your	manager	understand	what	to	expect	in	the	email	and	prioritise	it	if	the	email	is	urgent.	The	subject	line	should	ideally	be	a	phrase	no	longer	than	five	to	six	words.	Here	are	some	examples	of	subject	lines	to	consider:Final	report	submissionClarification	regarding
project	deadlineExtension	request	for	submitting	the	presentationThank	you	for	your	support	and	guidance3.	Start	with	a	greetingMost	professional	emails	begin	with	a	greeting	or	a	salutation.	This	comes	immediately	after	the	subject	line	and	usually	contains	your	manager's	name	and	preferred	title.	If	this	is	the	first	time	you	are	writing	your
supervisor	an	email	and	are	unsure	which	greeting	to	use,	it	might	be	better	to	use	standard	professional	salutations.	Some	examples	include:Dear	VikasDear	Vikas	GuptaDear	Mr	GuptaDear	Vikas	sirHello	VikasRelated:	Salutation	Examples	for	Professional	Letters	and	Emails4.	Explain	why	you	are	writing	the	emailUse	the	first	sentence	to	state	the
reason	for	the	email	clearly.	This	helps	set	the	context	for	the	following	message	and	helps	your	manager	respond	better.	Make	sure	you	state	the	reason	explicitly	without	using	any	ambiguous	language.	For	example:I	am	reaching	out	to	confirm	that	the	final	report	for	the	development	project	has	been	submitted	to	the	client.I	am	writing	to	request
to	take	this	Friday	off.I	would	like	to	request	an	extension	on	the	development	project	and	move	the	upcoming	deadline	to	next	week	instead.5.	Provide	additional	detailsOnce	you	explain	the	reason,	detail	it	further	by	providing	relevant	information	to	support	your	statement	or	request.	For	example,	if	you	are	taking	some	time	off,	you	can	explain
why	you	require	it.	Similarly,	if	you	are	requesting	to	extend	the	deadline,	you	may	explain	why	it	is	necessary.	Here	are	some	explains	to	choose	from:I	will	be	travelling	to	meet	my	extended	family.Due	to	unanticipated	delays	in	the	delivery,	we	require	more	time	for	quality	assurance.6.	Ask	your	manager	to	take	actionIf	your	supervisor	has	to	take
some	action	after	reviewing	your	email,	mention	the	same	clearly.	This	could	be	approving	a	leave	application	or	extending	the	project	deadline.	This	is	important	to	ensure	that	your	manager	immediately	acts	on	the	necessary	task.	Here	are	some	examples	to	choose	from:After	you	review	the	attached	report,	please	give	me	some	feedback.Please
approve	my	leave	and	inform	HR	about	the	same.I	request	you	to	extend	the	deadline.7.	End	with	a	strong	closing	sentenceThe	final	sentence	of	your	email	can	include	a	thank	you	note,	reiterate	some	important	information	or	ask	them	to	enquire	further.	You	can	focus	on	the	most	important	aspect	of	the	email	in	the	closing	sentence.	Here	are	some
examples	that	you	can	use:Thank	you	for	reviewing	this	email.Please	let	me	know	if	you	require	any	more	information.I	look	forward	to	discussing	this	with	you	in	greater	detail.8.	Add	your	signatureIn	the	signature,	add	your	name,	title	and	other	relevant	details.	Most	professionals	have	a	set	email	signature	that	accompanies	each	email.	When	using
the	same,	you	can	simply	add	your	name.	Here	are	some	email	signatures	to	choose	from:Sincerely,	Vikas	Gupta,	Lead	developerRegards,	Vikas	Gupta,	Software	engineerBest	practices	to	follow	when	writing	an	email	to	your	managerHere	are	some	valuable	tips	to	follow	when	writing	an	email	to	your	manager:Keep	it	short.	Your	manager	may
receive	many	emails	every	day.	To	ensure	that	you	highlight	the	main	reason	for	your	email	and	enable	them	to	quickly	glance	through	its	content,	keep	the	email	short	and	to	the	point.Always	use	your	professional	email.	Use	your	official	work	email	for	all	professional	communication,	including	when	sending	an	email	to	your	boss.	Make	sure	you
check	before	sending	the	email	which	account	is	in	use,	particularly	if	you	use	a	mobile	device	to	send	the	email.Check	for	errors.	Before	sending	the	email,	proofread	the	email	thoroughly	to	correct	any	inadvertent	errors	or	mistakes.	Check	all	dates,	information	and	documents	to	ensure	that	they	are	accurate.Use	bullets	whenever	possible.	If	you
are	sharing	many	important	updates	in	a	single	email,	use	bullets	to	improve	the	readability	and	flow	of	text.Related:	Essential	Email	Etiquette	Rules	For	WorkplaceExamples	of	emails	to	write	to	your	managerHere	are	some	examples	of	emails	that	an	employee	may	send	to	their	manager:Thanking	your	managerAn	example	of	an	email	thanking	the
boss	for	their	support	and	mentorship:Subject:	Thank	you	for	your	guidanceDear	Vikas	sir,I	am	emailing	you	to	express	my	sincere	gratitude	for	your	continued	support	and	guidance	on	the	ongoing	project.	Your	feedback	and	suggestions	have	helped	me	improve	my	ability	to	design	significantly.	I	am	extremely	grateful	for	the	time	you	spend
reviewing	my	work	and	giving	actionable	tips	on	how	to	improve	my	illustrations.	I	was	extremely	humbled	and	thankful	when	you	appreciated	my	efforts	and	growth	in	today's	team	meeting.Sincerely,Jatin	ShahGraphic	designerApplying	for	a	leaveHere	is	an	example	of	how	to	write	an	email	asking	for	a	vacation:Subject:	Request	for	time	off	from	15-
December	to	18-DecemberDear	Vikas,I	would	like	to	request	time	off	from	15-December	to	18-December	next	week.	I	have	to	travel	to	my	hometown	for	the	holidays	and	would	like	to	leave	before	the	last-minute	rush.	We	have	already	discussed	this	in	our	meeting	today,	and	my	absence	will	not	impact	the	continuity	of	our	delivery	to	the	client.
Nonetheless,	I	will	be	available	over	the	phone	and	by	email	during	this	time.I	request	you	to	approve	my	leave	request	and	convey	the	same	to	the	HR	department.	Please	let	me	know	if	you	have	any	questions.	Thank	you	for	your	time.Thanks,Jatin	Shah,Digital	marketerRelated:	How	To	Write	An	Office	Leave	ApplicationRequesting	for	a	change	in
the	deadlineHere's	an	example	of	an	email	requesting	a	change	in	the	deadline:Subject	line:	Request	to	revise	project	deadlineDear	Mr	Vikas,I	am	writing	to	request	an	extension	of	the	deadline	for	the	Wavewood	project.	Due	to	unforeseen	delays	caused	by	the	leaves	taken	by	team	members	owing	to	their	poor	health,	we	are	currently	behind
schedule.	The	team	requires	an	additional	week	to	test	the	application	comprehensively	and	conduct	a	thorough	quality	assurance	test.	I	request	you	to	extend	the	current	deadline	of	15-December	to	22-December	and	inform	the	client	about	the	same.Please	let	me	know	if	you	require	any	more	information.	I	sincerely	apologise	for	the	delay.Thank
you,Jatin	Shah,Lead	developer
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