Applied English for Science and Technology — How to write a formal email

How to write a formal email

1 Use a neutral email address.

Your email address should be a
variation of your real name, not a
username or nickname. Use
periods, hyphens, or underscores
to secure an e-mail address that's
just your name, without extra
numbers or letters, if you can.

Never use an unprofessional email
address. No one will take you
seriously if your reply-to is a joke
name, a nickname, or an
inappropriate name.

2 Use a short and accurate subject header.

Avoid saying too much in the \
subject header, but make sure it [C o= s . 3

reflects the content of your email T o——

to a person unfamiliar with you. If ————
possible, include a keyword that : Date -
will make the email content easier fo. 10/09/2014
to remember and/or search for in a Subject : Meeting

crowded inbox. For example,
“Meeting regarding the damaged
escalator on March 12th” is specific
enough so that the email topic will
not be mistaken for anything else
but not so specific as to be
distracting (for example:
“Schedule, Guest List, Lunch
Requests, and Meeting Overview for March 12th"). Remember always that
professionals may receive hundreds or more emails per day; the more specific
and appealing the subject is the easier it is to connect it with one's personal
work.
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3 Use a proper salutation.
Addressing the recipient by the \
name is preferred. Use the -
person's title (Mr. Mrs. Ms. or Dr.) D e )
Optionally, you can precede the Subject : Meeting Oct 12th
Using a last name is more formal
recipient. If you do not know the
one), use "Dear Sir/Madam" or

with their last name, followed bya ———
salutation with "Dear..." (but
~Dear Ms. McDonald,
and should be used unless you are '
name of the person you are writing : -
"Dear Sir or Madam".

comma (BrE) or a colon (AmE). _ Date: 10/09/2014

"Hello..." is acceptable as well).

on first-name terms with the —_—

to (but you really should try to find Nﬁ T

4 Introduce yourself in the first paragraph (if necessary).

Also include why you are writing, \
and how you found that person's B :

email address, or the opportunity \
you are writing about. Examples: Dear Ms. McDonalqg
| am writing to folioy,

My name is Earl Rivers. I'm llow

. d upono
contacting you to apply for the yéicgss:on Gt Wednesday ;\,;
administrative assistant position E— ordereq.uested, I filed a work
listed on CareerXYZ.com. i With the facilitieg

. . —_— PHHEnt o €garding th

My name is Arlene Rivers. I am ~ damage to the ascengi :
writing about the traffic citation I ©~  ©scalator ygy reporte dlng

received on December 31, 2009. I
obtained your email address from

the Westchester County Clerk e T

website.
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5 Write the actual message.

Be sure to get your point across e
without rambling; if it is fluffed up, — n

the reader may glance over the
important details. Try to break up
the message into paragraphs by
topic in order to make your
message more logical and
digestible.

The email should be no more than

Dear Ms. McDonald, . .
| am writing to follow up on our dlscusspn last We'q?esday,
As you requested, | filed a work order with the faf:llmes
department regarding the damage to the ascending
escalator you reported.
An examination of the escalator foun: thlat th(:‘r:sv;?:s 02 -
i id shoelace
hoelace caught in the gears. Sai :
:emoved and the escalator was tested extensively nt?he?f::;e
i ' in. | am pleased to report tha
this would not happen again
tests were passed with flying colors, and the escalator has

been reopened.

5 paragraphs long and each ol s R

ou
paragraph should be no more than co:{i’nu’;minfo,mussnou
5 sentences long. © ourfacilties.

issue to our attention. Please '
Id you have any other problems in

Insert a line break between each
paragraph; indenting is not
necessary and will likely be lost during the email transfer anyway.

Be sure to avoid informal writing.

6 Use the correct form of leave-taking.

This will depend on your level of
intimacy with the recipient.
Examples include: T

[ Thank you for bringing this
~ ISsue to our attention. Please

continue to inform us should
B2 .you have any other problems

Yours sincerely,
Yours cordially,
Respectfully,
Best,

Your student,



http://www.wikihow.com/Avoid-Colloquial-(Informal)-Writing
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7 Sign with your full name.

If you have a job title, include
that in the line after your name,
and write the company name or
website in the line after that. If
you do not have a job title but
you have your own blog or
website related to the content of
the email, include a link to that
below your name. If the email is
about a job, only include a career-
related website or blog, not
hobbies or interests.

Sincerely,

——

~  Marilyn Novak

~ Property Manager
Novak Skyscraper
Construction

8 Proofread your message for content.

Make sure you have not omitted
any important details (or repeated
yourself). Reading your email
aloud or asking someone to
proofread it is a great way to get
a different perspective on what
you have written.

Dear Ms. McDonaly
I am writi ;

An Lo
examination of the €scalator found that

there was a shoelay
! €@ caught in the
aid shoelace has since been remoez:.'z'nd

sted extensively to ensure

i 7 You have any

Sincerely,

FA’aﬂn‘!yn Novak
roperty Manager

Novak Skyscraper Construction

TSR T
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9 Proofread your message for spelling and grammar.

If your email provider does not
already provide spelling and
grammar options for you, copy
and paste your email into a word
processor, revise it if necessary,
and copy and paste it back into
your email.

Sincerely:
il Novak
e y‘:‘y Manager

Novak Skyseraper

Construction

Adapted from http://www.wikihow.com/Write-a-Formal-Email



