Email Templates for Virtual Assistants
A working library of copy-paste emails for every stage of client work
How to Use
1. Find the template that matches your situation.
2. Replace every [blue placeholder] with specific details.
3. Adjust tone to match your client's communication style.
4. Proofread once. Send with confidence.
One Rule for Every Email
Lead with the point. Most clients read the first line and decide whether to keep reading. Put the ask, the update, or the answer in sentence one — save the context for paragraph two.

1. Application & Outreach
1.1 — Application Follow-Up (3 Business Days Later)
Subject: Following up — [Role Name] application
Hi [Hiring Manager],
Wanted to gently check in on my application for the [Role Name] position submitted on [Date].
I'm still very interested and would love to learn more about the role. Happy to answer any questions or share additional work samples if helpful.
Best,
[Your Name]
1.2 — Cold Outreach to a Prospect
Subject: Quick idea for [Company Name]
Hi [Name],
Saw that [Company Name] is [observation — e.g., scaling its content output / hiring rapidly / launching a new service]. Congrats.
I help [type of clients] reclaim [X hours/week] by handling [two specific tasks]. Recent example: [one-sentence result].
Worth a 15-minute chat this week?
Best,
[Your Name]

2. Client Onboarding
2.1 — Welcome + Kickoff Questions
Subject: Welcome! A few quick questions before we start
Hi [Client Name],
Excited to get started! Before our kickoff call on [Date/Time], a few quick questions so I can hit the ground running:
· What does success look like for the first 30 days?
· Which tools should I have access to (and who do I contact for each)?
· What's your preferred channel and response time for urgent items?
· Anything that's gone wrong with past VAs that I should know to avoid?
Feel free to send answers by email or we can walk through them on the call.
Talk soon,
[Your Name]
2.2 — End of Week 1 Summary (Send Unprompted)
Subject: Week 1 wrap — quick highlights
Hi [Client Name],
Quick recap of week one:
· Set up: [systems / access / accounts]
· Shipped: [deliverables completed]
· Observations: [anything you noticed that could be improved]
· Next week I'll focus on: [top 2–3 priorities]
Let me know if anything looks off or if priorities have shifted.
[Your Name]

3. Daily & Weekly Operations
3.1 — End-of-Day Report
Subject: EOD — [Date]
Hi [Client Name],
Completed today:
· [Task 1 — brief outcome]
· [Task 2 — brief outcome]
· [Task 3 — brief outcome]
In progress:
· [Task + current status + expected completion]
Blockers / need your input:
· [Blocker or decision needed]
Tomorrow's priorities:
· [Top 3 tasks]
[Your Name]
3.2 — Weekly Progress Report
Subject: Week of [Date] — Progress Report
Hi [Client Name],
Wins:
· [Outcome 1 with a number if possible]
· [Outcome 2 with a number if possible]
Metrics snapshot:
· [Metric 1]: [this week vs last week]
· [Metric 2]: [this week vs last week]
Stop / Start / Continue suggestions:
· Stop: [something we can drop or reduce]
· Start: [something to try]
· Continue: [what's working]
[Your Name]

4. Client Communication
4.1 — Declining a Request (Warm + Firm)
Hi [Name],
Appreciate you thinking of me for [request]. Unfortunately I can't take that on right now — my current commitments wouldn't let me do it justice.
If it's still relevant in [timeframe], happy to revisit. In the meantime, [optional: name a resource or alternative].
Thanks for understanding,
[Your Name]
4.2 — Flagging a Mistake Before the Client Notices
Hi [Client Name],
Heads up — I noticed [what went wrong]. Here's the fix I've already put in place: [what you've done].
Going forward, I'll [prevention step] so this doesn't repeat. Wanted to flag before you noticed elsewhere.
[Your Name]
4.3 — Following Up on Overdue Payment
Subject: Reminder — Invoice [#] due [date]
Hi [Client Name],
Gentle reminder that invoice [#] for [amount] was due on [date].
Could you confirm when I should expect payment? If there's a processing delay on your end, just let me know the timeline.
Thanks,
[Your Name]

5. AI Prompts for Drafting
Copy these into ChatGPT or any AI tool when you need a starting draft.
5.1 — Draft a Client Update Email
Write a short, professional email to my client [Client Name]. Summarize this week's work in 3–5 bullets: [paste your notes]. Include a one-line ask for feedback at the end. Tone: warm, confident, direct. Keep it under 150 words.
5.2 — Rewrite a Rough Draft
Rewrite the email below to be clearer and more professional. Keep the meaning but cut filler. Make sure the first line states the main point. Draft: [paste draft]
5.3 — Generate Follow-Up Variations
Give me 3 follow-up email variations for a client who hasn't replied in 5 days. Tone 1: friendly nudge. Tone 2: direct and time-sensitive. Tone 3: value-add (offer something useful in the message). Original context: [paste original email].
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