
TipsMake > Technology >

Steps to effectively monitor emails

Effective email monitoring is the art of tracking without being intrusive, with the right timing, wording, and
persistence.

Effective email monitoring is the art of tracking without being intrusive, with the right timing, wording, and
persistence.

 

The awkward situation of monitoring emails.

In the previous lesson, we learned how to handle awkward emails . Now, let's build on that foundation. You sent
an email. No response. Now what?

Some people wait patiently, hoping. Others send aggressive, stalker emails that damage relationships.

Both are wrong.

The truth is: Most people don't respond because they're busy, not because they're deliberately ignoring you.
Following up is expected. It's professional behavior and often necessary.

The important thing is to monitor in a way that is helpful, not annoying.

Why am I not receiving a response to my email?

Understanding this will help you track more effectively:

1. Their inbox is overloaded – they saw the email, intended to reply, but got lost in the pile of other emails.
2. The request was unclear – they weren't sure what you needed.
3. Requires a lot of effort – Your question requires research or thought that they don't have time for.
4. The timing is inappropriate – they are away on business, in meetings, or experiencing a problem.
5. Not a priority – Your email is important to you, but less important to them.

Note : None of these instances describe 'they intentionally ignored you'.

Monitoring time

Situation Waiting time Note

Urgent request 24-48 hours Let's clarify the urgency.

https://tipsmake.com
https://tipsmake.com/c/technology/
https://tipsmake.com/steps-to-track-effective-emails-cthdf


Situation Waiting time Note

Standard business 3-5 business days Most popular

Cold approach 5-7 business days The response rate is expected to be lower.

Action items after the meeting 3-5 business days They agreed to something.

Job application 1 week Unless they provide a specific timeframe.

 

After the first contact: Wait another 5-7 days before contacting a second time.

After the second contact: Either stop completely or significantly reduce contact (2 weeks or more).

Next contact email template

Template 1: Quick Reminder

Use this when: The initial email was clear, just needs a reminder.

Subject: Re: [Original Subject]

Hello [Name],

I wanted to repeat this email. Can you handle this this week?

[Optional: Summarize requirements]

Thank you]

Template 2: Adding Values

Use this when: You can provide new information or make the request easier.

Subject: Re: [Original Subject]

Hello [Name],

I'd like to reiterate my email from last week. I wanted to share an update that might be helpful:

[New information / simplified requirements / different approach]

Does this make any difference on your part?

Thank you]

Template 3: Check your free time

Use this when : You are trying to schedule something.



Subject: Re: [Original Subject]

Hello [Name],

I want to make sure this email isn't overlooked. Are any of these options suitable?

1. Tuesday 2 PM
2. Wednesday morning
3. Friday afternoon

If these options aren't suitable, I'm happy to adjust them – just let me know which one is better.

Thank you]

Template 4: Polite Deadline

Use this when : You need to receive a response by a specific date.

Subject: Re: [Original Subject]

Hello [Name],

I'm following up because I need to finalize [project/decision] before [date].

If I do not receive a response before [specific date], I will [intend to proceed/assume].

Please let me know if you need more time or if there are any issues you'd like me to be aware of.

Thank you]

Template 5: Final Reminder Email

Use this when : You have contacted them once or twice without receiving a response.

Subject: Re: [Original Subject]

Hello [Name],

I haven't received a response on this matter – I believe the time is not right and I will not be contacting you
further.

If this issue becomes important later, please contact us again.

Sincerely, [You]

This gives them an escape route but still leaves open the possibility of contacting them again.

What makes reminder emails feel like a chore?

 



Frequency

Contacting me three times a week about a non-urgent issue = pressuring me. Contacting me once a week =
normal.

Tone

1. Urging: "I'm surprised I haven't received a response from you yet."
2. Better: 'I would like to reiterate this issue in your inbox.'
3. Urging: 'As I mentioned in my previous email…'
4. Better: 'I am continuing the discussion on my notes from last Tuesday.'
5. Urging: 'I really need you to answer.'
6. Better: 'I would love to hear your opinion on this matter when you have time.'

Induces feelings of guilt

1. Urging: "I've sent three emails already and still haven't received a response."
2. Better: 'I know things are busy – I just wanted to remind you in case it was overlooked.'

Make follow-up emails easier to respond to.

Usually, the problem lies with your initial email, not their responsiveness.

Problem : Unclear requirements

Solution : Rephrase the issue clearly in the follow-up email.

?? cho d? hi?u: Tôi ch? c?n câu tr? l?i có/không v? vi?c b?n có th? tham d?
 vào th? N?m hay không.

The problem : It requires too much effort.

Solution : Reduce the effort.

Tôi ?ã thu h?p l?i còn hai l?a ch?n - b?n có th? ch?n A ho?c B ???c không?

Problem : Too many questions.

Solution : Focus on one question.

Tôi xin nói ng?n g?n: ?i?u quan tr?ng nh?t tôi c?n là s? ch?p thu?n c?a b?
n v? ngân sách. Các v?n ?? khác có th? ch?.

Continue monitoring the issue.

If you have contacted us twice without receiving a response:

1. Try other channels – Slack, phone, in-person meeting.
2. Contacting a colleague – 'I tried to get in touch with Sarah about issue X – is she busy this week?'



3. Accept the silence – some people won't respond. Keep going.

Absolutely not : Do not send copies to their boss to exert pressure (unless absolutely necessary for work-related
reasons).

The 'End of Loop' technique

When you proceed without their input:

Hello [Name],

I haven't received a response yet, so I'll proceed with [Option A].

If you have any questions or would like a different approach, please let me know [date] in advance so I can
make adjustments.

Thank you]

This helps things continue while still giving them a chance to participate.

Exercise

You sent a proposal to a potential customer 5 days ago. You haven't received a response. Write a follow-up
email that includes:

1. It doesn't create a feeling of pressure.
2. Easy to respond
3. Delivering value

View one approach

Subject: Regarding the proposed collaboration

Hello [Name],

I would like to discuss further the proposal I submitted last week.

I've given more thought to your comment about the complexity of integration – I've outlined a phased approach
that could address that concern (attached).

 

Could a 15-minute call this week help clarify anything? I'd be happy to adjust the proposal based on your
feedback.

If the timing isn't right, that's okay – just let me know.

Sincerely, [You]



This adds value (new information), makes things easier (short calls, no need for lengthy texts), and provides an
escape route (if the timing is inconvenient).

Key points to remember

1. The watching is normal and expected - not impolite.
2. Please allow 3-5 business days for standard requests before sending the first tracking letter.
3. Adding value in follow-up emails: New information, simplified requests, or alternatives.
4. Avoid coercive signals: Excessive frequency, feelings of guilt, passive-aggressive tone.
5. After observing 2-3 times, accept the silence and move on.
6. Make responding easy with each follow-up email.

1. Question 1:

What's the best way to add value to reminder emails?

1. A. Simply ask, "Have you received my email?"
2. B. Provide new information, simplify requirements, or suggest alternative solutions.
3. C. Write a longer email than the original one.
4. D. Send a copy to their boss.

EXPLAIN:

Value-added follow-up emails include updated information, simplified requests, or suggestions for
alternatives—giving them a reason to respond beyond the initial request.

2. Question 2:

What makes follow-up emails seem "coercive"?

1. A. Repetition
2. B. Causing feelings of guilt, excessive frequency, or passive-aggressive expression.
3. C. Repeat your request.
4. D. Be upfront about what you need.

EXPLAIN:

Repetition is normal and expected. What makes it feel forced is the tone – feeling guilty, repeating too
often, or using passive-aggressive phrases.

3. Question 3:

When should you send a follow-up email if you haven't received a response yet?

1. A. After 24 hours
2. B. After 3-5 business days, depending on the urgency level.



3. C. After 2 weeks
4. D. Absolutely not – repeating it too often is impolite.

EXPLAIN:

For typical professional requests, 3-5 business days is appropriate. Adjust the timeframe based on urgency
– urgent matters may require faster response times.

Submit your work

 

Training results

You have completed 0 questions.

-- / --

Review the lesson

You finished reading the article "Steps to effectively monitor emails" edited by the TipsMake team. We hope
this article has provided you with many useful tech tips and tricks. You can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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