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Episode 7: Alternatives to Overused Phrases  
 

 

Lesson objective 
 

In the audio lesson we look at some alternatives to phrases that are overused in emails.  

 
 

Overused phrase 

 

Alternative phrases/Tips 
  

I hope you’re doing well I’ve really been enjoying your work.  
Sorry to bother you Starting an email with an apology sets a negative tone and 

undermines your credibility. It’s best to begin with 

confidence and positivity. So, instead of apologising, you 

can say: ‘Thank you for your patience.’  
Let’s touch base This phrase is another way of saying ‘let’s catch up’ but it is 

both informal and vague. Instead of this phrase, you could 

say: ‘Let’s discuss the invoices tomorrow’ 

‘Let’s strategize about our plans tomorrow.’   
Just checking in ‘I would like an update on the project you’re working on’  

‘I would like you to inform me of the project’s current 

status.’  

‘Please send me an outline of your project ASAP.’  
As per my last email… ‘As per my last email’ is used too much. Much better to say: 

‘With regards to my previous email…’  

‘Regarding my last email…’  
Don’t hesitate to contact me ‘Let me know if you need anything.’  

‘Please send me any questions you have.’  

‘If you have any questions let me know.’  
Literally ‘Literally’ is an adverb which means in a literal manner or 

sense; exactly.  
Etc Only use this phrase when you can’t fit everything in.  
Stuff This word is too vague. Just say what it is you mean to say.  
Trying This word indicates that you’re unsure. It’s best not to send 

an email where you’re confused – unless you’re specifically 

emailing a person who can help you.  
 

 
 


