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How to write an email?

● Use the right email account
● Use the subject line wisely
● Start with a proper greeting
● Get to the point
● Be specific
● Demonstrate initiative
● End with a proper sign-off
● Review and edit



  

Step 1: Use the right email account

● Email communication should come from your 
institution/company email accounts

● The receiver may get dozen of emails everyday, 
so your emails may land in the spam folder



  

Step 2: Use the subject line wisely

● The subject must be well-written
● Use few words to clearly state the topic and purpose 

of the email
● Example:

1. Following up on absence

2. Network report for March

3. Question about next meeting

4. Tech issue



  

Step 3: Start with a proper greeting
● Purpose of email: formal, semi-formal, informal, friendly ?

● There should be some level of formality if you communicate 
with your clients, company’s managers, etc. 

● Emails to colleagues can be informal/friendly, depending on 
your relation with them.

● Example:

1. Good morning, Mrs. Jackson.

2. Hello, Mr. Piner. I hope you’re having a great day!

3. Dear Miss Jones,

● Important:  In most countries, we usually address people with 
ther last names for formal business



  

Step 4: Get to the point

● In formal email, jump right to the main point

1. Identify your question;  describe your 
confusion;  reveal your problem.

2. Tell clearly your purpose.



  

Step 5: Be specific 

● Use minimum number of words, but still provide very 
specific details about your question or your main point

● Write short, concise emails that contain specific 
information about your problems.

DON’T DO

I need help with the course I am confused about what is due for the 
science assignment posted for Tuesday.

I don’t get it. I need help with problem 12 on page 43.



  

● Example of specific details:

1. What subject or class period are you referring to?

2. What homework assignment are you referring to?

3. What aspect of the assignment don’t you understand?

4. Is there a specific page number or problem number that you are 
struggling with?

5. What specifically do you need to be successful on this 
assignment?



  

Step 6: Demonstrate initiative

● Before looking for a help, you should first attempt to solve 
your own problems.

● When looking for a help, provide some information about 
what you have tried

● Example:

1. Even after reviewing the instructions, I’m still confused about…

2. I asked a couple colleagues before sending this email, but I still 
have some questions.



  

Step 7: End with a proper sign-off 

● The email should have a proper and respectful greeting

● Example:

1. Thanks for your help.

2. Have a great day.

3. I appreciate your support.

4. See you tomorrow.

● Follow by your name/email signature provide the closure 
that every email needs.



  

Step 8: Review and edit

● Before sending the ‘send’ button, review what you have written 
(ask someone to help it to review, check the grammar, etc.)

● When you send an email, it is the same as publishing your work!

● You don’t want to publish something with many mistakes for the 
general public.

● Questions to address:

1. Does it make sense?

2. Did you spell all the words correctly?

3. Are proper nouns capitalized?

4. Are there words we can remove to make it more concise?

Review multiple times, but don’t send multiple emails! 



  

Example: introduction email



  

Example: introduction email



  

Example: formal email



  

Example: thank you email



  

Example: from formal to friendly (1)



  

Example: from formal to friendly (2)



  

Example: from formal to friendly (3)



  

Example: friendly email



  

Example: another email (1)



  

Example: another email (2)



  

Example: another email (3)



  

Example: introductory at work (2)
Subject: Introduction – Putu Ayu, New Software Developer at Mitrais

Dear all colleagues,

I am excited to introduce myself as the new software developer at Mitrais. My name is Putu Ayu, 
and I have joined the team to contribute my expertise in software development to help the 
company achieve its goals.

I have a Bachelor's degree in Computer Science from Undiksha and I have been working as a 
software developer for five years. During this time, I have gained extensive experience in 
Programming Languages and have worked on several projects related to software development.

I am really happy to be part of the team at Mitrais and look forward to using my skills and 
knowledge to contribute to the success of the company. I am excited to work with the team to 
develop high-quality software solutions that meet the needs of our clients and the company's 
objectives.

Please feel free to contact me with any questions or to schedule a meeting to discuss my role and 
how I can contribute to the company.

Thank you for taking the time to read my introduction. I am looking forward to working with you all.

Best regards, 

Putu Ayu

Source: modified from chat openai



  

Example: introductory at work (2)
Subject: Introduction - [Your Name], New Employee at [Company Name]

Dear [Recipient’s Name],

I am thrilled to introduce myself as the newest member of the team at [Company Name]. My name 
is [Your Name], and I am excited to have joined the company and contribute my skills and 
expertise to help the company achieve its goals.

I have [Number of Years] years of experience in [Industry/ Domain], and I have previously worked 
with [Previous Company Name] where I held the position of [Previous Position]. During my time 
there, I have gained extensive experience in [Skills/ Knowledge/ Achievements].

As the new employee, I am eager to work with the team and learn more about the company's 
culture, goals, and values. I am confident that my skills and experience will be valuable to the 
team and contribute to the company's success.

Please feel free to reach out to me with any questions or concerns. I look forward to meeting and 
working with all of you.

Thank you for the warm welcome.

Best regards,

[Your Name]

Source: modified from chat openai


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24

