
 

 

 

 

 

 

Definition:  

 Closing an email effectively is crucial as it leaves a lasting impression on 

the recipient and ensures your message is clear and complete. 

Key Elements of an Effective Email Closing 

1. Summarize or Recap the Main Points:  

 Briefly reiterate the key points of your email to reinforce the message 
and ensure clarity. 

Example:  

 

 

2. Express Gratitude or Acknowledgment:  

 Show appreciation for the recipient's time and attention, which fosters 
goodwill and encourages a positive response. 

Example:  

 

 

 

 

Closing an Email 

"In summary, please review the attached 

proposal and provide your feedback by Friday". 

"Thank you for your time and consideration". 



 

 

 

3. Call to Action:  

 Clearly state what you expect the recipient to do next, whether it's 
responding to the email, completing a task, or scheduling a meeting. 

Example:  

 

 

 

4. Provide Contact Information:  

 Ensure the recipient knows how to reach you if they need to follow up.  

 This can be particularly important if your email is part of a longer chain 
or sent to someone unfamiliar with you. 

Example:  

 

 

 

5. Use a Polite and Professional Sign-off:  

 Choose a sign-off that matches the tone and formality of your email. 
Common options include: 

Formal:"Sincerely," "Best regards," 

Semi-formal:"Best," "Regards," 

Informal:"Thanks," "Cheers," 

"Please let me know if you have any questions or 

need further information". 

"Feel free to contact me at [Your Phone 

Number] if you need any immediate assistance". 



 

 

 

6. Include Your Name and Position:  

 Conclude with your full name and, if relevant, your position and 
company. This provides context and makes it clear who you are. 

Example:  

 

 

 

7. Add a Signature:  

 A signature block can include your name, position, company, phone 
number, and sometimes a website or social media links.  

 It saves time and ensures all your contact details are always included. 

Example: 

 

 

 

 

 

 

 

 

 

"Best regards, Sarah Thukral Marketing 

Manager, ABC Corp". 

Best regards, 

Sarah Thompson 

Marketing Manager, ABC Corp. 

Phone: (123) 456-7890 

www.abccorp.com 



 

 

 

 

 

Formal Closing Example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Closing an Email 

Dear Mr. Ram, 

I look forward to your response regarding the 

proposed timeline. Please review the attached 

document and share your feedback by end of day 

Monday. 

Thank you for your attention to this matter. 

Sincerely, 

Anuj Goyal 

Senior Project Manager, XYZ Inc. 

Phone:  

www.xyzinc.com 



 

 

 

Semi–formal Closing Example: 

 

 

 

 

 

 

 

 

 

 

Informal Closing Example: 

 

 

 

 

 

 

 

Hi Ram, 

Thanks for your input on the project. If you have 

any further thoughts, please feel free to share 

them before our next meeting. 

Best, 

Tony Mehta 

Sales Coordinator, Tech Solutions 

Phone: (123) 456-7890 

www.techsolutions.com 

Hey Mohan, 

Looking forward to catching up at the event next 

week. Let me know if you need anything in the 

meantime. 

Cheers, 

Emily 



 

 

 

 

 

1. Match the Tone:  

Ensure your closing matches the tone of your email and the relationship you 

have with the recipient. 

2. Be Concise:  

Keep your closing brief and to the point. Avoid unnecessary details. 

3. Personalize When Appropriate:  

If you know the recipient well, a more personal touch can be effective. 

4. Proofread:  

Double—check your closing for any typos or errors, as it reflects your 

professionalism. 

5.   Consider Cultural Differences:  

Be mindful of cultural norms and practices if you're communicating with 

someone from a different country or background. 

Tips for Effective Email Closings 


