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Professional Email Templates for Administrative Assistants
Below is a collection of commonly used email templates. Each section includes a suggested subject line and body text. Adjust the placeholders (shown in square brackets) as needed for your situation.
1. Meeting Request
Subject: Meeting Request: [Topic]
Dear [Name],
I hope this message finds you well. I am writing to request a meeting to discuss [specific topic or purpose].
Would you be available for a [duration] meeting during any of the following times?
· [Date/Time Option 1]
· [Date/Time Option 2]
· [Date/Time Option 3]
The meeting will cover:
· [Agenda item 1]
· [Agenda item 2]
· [Agenda item 3]
Please let me know which time works best for your schedule, or suggest an alternative if none of these options are suitable.
Best regards,
[Your Name]
2. Meeting Decline (Polite)
Subject: Re: Meeting Invitation – [Date]
Dear [Name],
Thank you for inviting me to [meeting topic] on [date]. Unfortunately, I have a prior commitment at that time and will be unable to attend.
Option 1 – Suggest alternative: Would it be possible to reschedule? I am available [suggest alternative times].
Option 2 – Delegate: [Colleague name] will attend in my place and can provide any necessary input.
Option 3 – Request summary: Could you please send me the meeting notes or action items afterward?
Thank you for your understanding.
Best regards,
[Your Name]
3. Follow‑Up After No Response
Subject: Following Up: [Original Subject]
Dear [Name],
I wanted to follow up on my email sent [date] regarding [topic]. I understand you have a busy schedule. If you need any additional information or would prefer to discuss this matter differently, please let me know.
If this matter is time‑sensitive and requires attention by [deadline], I would appreciate your response by [date].
Thank you for your time.
Best regards,
[Your Name]
4. Rescheduling Request
Subject: Request to Reschedule – [Meeting Name] on [Date]
Dear [Name],
Due to [brief reason – e.g., “an urgent matter” or “a scheduling conflict”], I need to reschedule our meeting scheduled for [original date/time]. I sincerely apologise for any inconvenience this may cause.
Would any of these alternative times work for you?
· [Option 1]
· [Option 2]
· [Option 3]
Please let me know what works best for your schedule.
Thank you for your understanding.
Best regards,
[Your Name]
5. Introduction Email
Subject: Introduction – [Your Name] and [Other Person’s Name]
Dear [Name 1] and [Name 2],
I’m pleased to introduce you both:
· [Name 1], [brief relevant background].
· [Name 2], [brief relevant background].
I believe you would benefit from connecting because [specific reason/shared interest]. I’ll let you both take it from here.
Best regards,
[Your Name]
6. Document Request
Subject: Request for [Document Name]
Dear [Name],
I hope this email finds you well. Could you please provide [specific document or information]? This is needed for [purpose or project] by [deadline].
Specifically, I need:
· [Detail 1]
· [Detail 2]
· [Detail 3]
If you need any clarification or have questions, please let me know. Thank you in advance for your assistance.
Best regards,
[Your Name]
7. Thank You Email
Subject: Thank You – [Specific Reason]
Dear [Name],
I wanted to express my sincere appreciation for [specific action/help/meeting]. Your [expertise/time/assistance] has been invaluable in [specific outcome or benefit].
Thank you again for your support.
Best regards,
[Your Name]
8. Out of Office Reply
Subject: Out of Office: [Your Name]
Thank you for your email. I am currently out of the office from [start date] to [end date] with limited access to email.
For urgent matters, please contact:
· [Name, title, email, phone]
For [specific topic], please contact:
· [Name, title, email]
I will respond to your email as soon as possible upon my return.
Best regards,
[Your Name]
9. Confirming Details
Subject: Confirmation – [Event/Meeting] Details
Dear [Name],
This email confirms the following details for [event/meeting]:
	Field
	Details

	Date
	

	Time
	

	Location
	

	Duration
	


Attendees:
· [List of attendees]
Agenda/Purpose:
· [Item 1]
· [Item 2]
Please reply to confirm receipt of this information.
Best regards,
[Your Name]
10. Declining a Request
Subject: Re: [Original Request]
Dear [Name],
Thank you for thinking of me for [request or opportunity]. After careful consideration, I’m unable to [accept/accommodate] this request at this time due to [general reason – e.g., “current commitments” or “scheduling constraints”].
However, I can [offer an alternative solution] or suggest [alternative person/resource].
I appreciate your understanding and hope we can work together in the future.
Best regards,
[Your Name]
