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So here we go. Quite a short email with indeed three dates that it suggests to 

have a meeting. 



“That's already better. Please add a few lines at the end of the email explaining 

what I'm looking for.”



And again, this helps to make sure the supplier is prepared for the conversation 

you want to have. So there we go. ChatGPT used the input we gave in the 

beginning of this conversation, and it added a paragraph about the fact that we 

aim to find suppliers that are not just offering competitive prices, but who also 

meet strict environmental and ethical standards. Pretty cool.



“I like it. Any other suggestions of things I should include?”  



Include? Again, sometimes if you don't know how to improve it yourself or how 

to leverage ChatGPT, Just ask ChatGPT for ways it can help you. So yes, indeed, it 

did come up with a few suggestions. So to mention specific materials, give a 

brief overview of your company's achievements or goals, reference their work of 

projects, flexibility and contact information. 







Welcome to a lesson about writing business emails with ChatGPT. In this short 

lesson, we'll take a look at writing business emails with ChatGPT. And why is this 

a short lesson? Well, it’s pretty easy to get started. The real key here is in 

iterating your prompts. You need to give feedback to ChatGPT. How? Let’s get 

started.



So I'm giving some context to ChatGPT about who I am, where I work, and what 

my goals are. Then I ask it to, “I want you to write an email that I can send to a 

supplier that I found online. The website of the supplier is mangomaterials.com. 

Keep the email short and friendly and suggest a few days for a 30-minute video 

call.”



You can actually even send a screenshot of your calendar and tell ChatGPT to 

have a look for a free spot. Of course, you have to be careful with this. If there 

are sensitive information in your calendar, you might not want to do this. And 

then ChatGPT did indeed give us quite a nice email. So here's the start. And 

again, feel free to pause it if you want to read the full email.  


“But I think the email is too wordy. Make it shorter and more engaging.”
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So here are five suggestions of ChatGPT, which I think are pretty good. So we 

can say, yeah, sure, let's add in three and four. You can literally just type three 

and four and then hit the enter button and ChatGPT will rewrite the email based 

on the suggestions. 



So this is a pretty good habit to have when you wrote an important email to put 

it to ChatGPT, anonymized of course, and then ask ChatGPT for 

recommendations on how you can improve the email. 



Because sometimes it will come up with some pretty unique angles, which in the 

end do make a lot of sense. Some final thoughts. As you saw, writing emails with 

ChatGPT works quite well. Make sure to keep on iterating and keep on giving 

feedback to optimize your emails. 



The more specific you are, the better the output. Again, if you’ve got any 

questions, drop them below and we’ll get back to you ASAP. See you in the next 

lesson. 




