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Writing emails
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When you write an email message, there are some simple rules that you can follow to ensure that your emails make a positive impression and get you the response you want.
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Subject


Give the message a subject. Email messages without a subject are usually ignored. 





1. Greetings


Start the message with a greeting so as to help create a friendly tone. 


	e.g. Dear Mr. Robinson,





2. Purpose


Start by clearly indicating what your message is about in the first paragraph.


In the following paragraph(s), explain what your email is about in detail. 





3. Action


	Any action that you want the reader to do should be clearly stated.


	e.g.: I would be grateful if you would send me…





4. Attachments


Make sure you refer, in the main message, to any attachments you are adding. 





5. Endings 


End the message in a polite way and include your name at the end of the message. 


e.g.: Kind regards,�David Rosa�10th grade student










