
You can save a great deal of time by leveraging “canned 
responses,” a feature that makes it easy to reuse emails 
you’ve written in the past. 

I want to help you get started using canned responses, so 
I’ve compiled some sample emails you may find useful. In 
this document, you’ll find language that you can cut and 
paste, customize, and save in your email client for future use.

How to say you’ll need more time before replying

How to introduce two people

How to redirect someone who wants a phone call/meeting to email 

How to ask for a meeting agenda

How to get out of a meeting

How to minimize your meeting time

Done-For-You 
Email Templates

Sample Emails 



As a general rule, it’s a good idea to acknowledge receipt 
when a person you know has sent you an email. When you 
don’t, that creates ambiguity for the sender, and ambiguity 
opens the door for negativity. 

Did she get it? Is he ignoring me?  
Did they not like what I said?

You can avoid this with a simple,  
“Got it,” “Thanks,” or “Makes sense.”

If you need a little time to think of a response,  
you can use this language.

Got it. I’d like to give this some thought.

Will be back in touch tomorrow  
(or, in a couple of days).

How to say you’ll need 
more time before replying



Connecting people is an easy way of helping colleagues and 
deepening relationships. When making an introduction, your 
goal is to a) make both sides look good, and b) identify why 
they would each benefit from meeting. 

Here is a sample for you to customize.

Introducing [PERSON A] and [PERSON B] 

[Tom] is a [fantastic agent] with a [thriving practice] 
and an [impressive roster of speakers]. [Woody] is a 
[dynamic speaker], [Fox Business commentator], and 
[the author of The You Plan].

It seems like there might a potential relationship 
here that could benefit both of you. 

Happy connecting!

Subject Line:

Body:

Introducing two people



Thanks for writing. I’m happy to talk with you.

That said, I’m in the midst of preparing the [IMPORTANT 
PROJECT YOU ARE WORKING ON] and have “grounded” 
myself from meetings. In the meantime, though, I’m happy to 
answer any questions you have through email.

How to redirect someone 
who wants a phone call/
meeting to email
Response:

Thanks for thinking of me. This sounds interesting.

I’m up against a tight deadline at the moment with [ENTER 
PROJECT YOUR WORKING ON]. Can you forward me the 
meeting agenda when it’s ready? This way, I can prepare in 
advance, or send you my thoughts ahead of the meeting.

Let me know!

How to ask for a 
meeting agenda 
Response:



This is going to be an important discussion. I’m not going to 
be able to make it – that [XXX presentation] is occupying all 
of our resources – but here are some thoughts that may be 
helpful for you to mention.

• Point 1 
• Point 2 
• Point 3 

Thanks again for including me.

How to get out  
of a meeting
Response:

Do you think we could cover the [ENTER RELEVANT ITEM] at 
the start of the meeting? I can’t stay for the entire meeting, 
but I’d really like to participate on that topic. 

How to minimize  
your meeting time
Response:


