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Summary

Writing and receiving emails has
become an unavoidable aspect of
daily life, both in personal and
professional interaction. You may
be as informal as you wish while
drafting an email to relatives or
friends. But wait a minute, are you
certain you can write a
professional business letter to
your employer or a client? There
are basic business email etiquette
guidelines that everyone, including
non-native English speakers, must
obey.



Start With an Interesting
Subject Line

The subject line is a brief
message that appears before
the email's contents are seen in
the inbox. In seven to eight
words, it summarises the
purpose of your email.
Furthermore, a subject line
allows the receiver to instantly
recognise your email in their
inbox. For example, Minutes
from today's meeting or an
update on the progress of the
XYZ project.



Give Greetings

If you know the recipient's
name, you should add it. If not,
a sir/madame would suffice. If
you're having trouble sticking
to a gender-neutral approach,
prefix women's names with a
Ms. Most crucial, regardless of
the recipient's gender, include
a semicolon at the conclusion
of the greetings line. For
example, Dear Ms XYZ or Dear
Mr ABC.



Write The Core Email
Body

 

This section contains critical
information that demands the
recipient's attention. Write a
descriptive, yet brief statement
describing your objective. It is
critical to consider how much
time your reader may require to
comprehend the message. For
example, this email is in regard
to my job application at Fine
Foods International. I received
my interview results, and I'm
excited to take advantage of this
chance.



Include a closing line

The concluding line is often
where you might include a call to
action or tell the reader of the
following actions. Consider
techniques to avoid pressuring
them to reply to you. Instead,
compose your phrase in such a
manner that people are inspired
or encouraged to take action.
Finding methods to extend the
discussion, whether via email or
in person, is a great practise. For
example, we may discuss this on-
call tomorrow afternoon. or I
would appreciate it if you could
keep me updated on this.



End with a signature

The signature, being the
final element of your email,
retains a neutral authority
and professionalism. It
normally includes your
current professional
identity, such as your name,
job title, business name,
phone number, and maybe
an other email address for
you. Make sure to begin your
signature with Sincerely or
Best Regards.



Proofread your email

Check the tone of your email
again. Establish a neutral tone
to let the reader focus and
develop the response you
expect. An email that is devoid
of spelling and grammatical
problems is simpler for others
to read and grasp, which
means you are more likely to
obtain a response. Aside from
spelling and punctuation, it is
critical that your email be
easily read by the receiver.


