Formal Email
Free formal-email skeleton and two worked examples from all-docs.net. No signup. Put the ask and the date in the first paragraph rather than building to it, and keep one subject per email.
Skeleton
Subject: [What it is] - [reference] - [deadline]

Dear [Mr./Ms. Surname],

[Who you are and why you are writing, in two sentences. State the ask and the date here, not at the bottom.]

[Background the reader needs: figures, dates, references, what has happened so far.]

[What you want them to do, and by when. Offer whatever makes it easy: a document, a call, an alternative.]

Thank you for your help.

Best regards,
[Full name]
[Title, Organisation]
[Email]  |  [Phone]
Example 1: a formal enquiry
Subject: Bulk pricing enquiry - 500 units, delivery by 30 September

Dear Ms. Achieng,

I am the procurement lead at Bellhaven Interiors, and I am writing to ask whether you can quote for 500 units of the VT-140 shelving bracket, delivered to our Nairobi warehouse by 30 September 2026.

Our usual order is 120 units a quarter through your online store. This is a larger one-off for a hotel fit-out, so I would like to know your bulk price, the lead time at that volume, and whether the price includes delivery.

If it would help, I can send the full specification and the site address today. Could you let me know by Friday 7 August whether this is something you can supply?

Thank you for your help.

Best regards,
Ruth Kimani
Procurement Lead, Bellhaven Interiors
ruth.kimani@example.com  |  +254 72 555 0119
Example 2: a reply that says no
Subject: Re: Bulk pricing enquiry - 500 units, delivery by 30 September

Dear Ms. Kimani,

Thank you for the enquiry, and for the detail, which made it easy to check.

We cannot meet the 30 September date for 500 units. Our current lead time at that volume is ten weeks, so the earliest we could deliver in full is 12 October.

Two alternatives, if either helps: we can deliver 200 units by 28 September with the balance on 12 October, or we can quote for an equivalent bracket that is in stock now. I have attached the specification for the second option.

Let me know which you would like to explore and I will send pricing the same day.

Best regards,
Njeri Kamande
Sales Manager, Rift Valley Fittings
Register by market
US and Canada: first names quickly, short sentences, directness read as respect for the reader time. UK and Ireland: similar but hedged ("I would be grateful if"). Kenya, Nigeria, Ghana, India, the Philippines: letter conventions survive in email, "Dear Sir/Madam" is common for a first approach, "Kindly" does a lot of work, titles matter. Germany: the subject line is part of the document (Betreff), formality holds longer than English-speakers expect. Japan: set opening formulas, company name and title before the person name. Safest rule anywhere: mirror your correspondent from their second message onward.
Routing
To = people who must act (if nobody there has a task, the email has no owner). Cc = people who need to know and are not expected to reply; adding a manager reads as escalation. Bcc = mailing a group without exposing addresses, or dropping someone from a thread while saying you have done it. Reply-all only when every recipient needs the answer. Forwarding sends the whole chain, so read down first.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/business-formal-letters/how-to-write-a-formal-e-mail/
