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Emails to Your Teacher in this Course
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Dear Ruth,

Just yesterday in my Economics class my teacher has told us that we will have a guest speaker come to our school flom the
famous American University, Hanvard. My teacher wants us to hear this speaker as this is a rare opportunity for us.
Tasks Unfortunately the speaking time is at the same time as the Practical Writing class next week
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+ =< Ruth Anderson I am hoping that you can give me a leave s0 | can go to this speech. | will get the week's assignment from your website and do

the assignment on my own and the send it to you

‘Search, add, or imvite

Thank you so much for your understanding and kind ways
- Imite a fiend

Give Gmail to:

S0kt Practical Writing NEM

Preview invie

Send Saved Drat autosaved at 1:53 PM (0 minutes ago)




When you email me an attached assignment, the email should look similar to this:

Other emails you send me should look similar to this:






A recent UK study showed that 25% of the workforce spent at least one hour per day managing and writing business emails, of which 34% were irrelevant. 
Business Email Basics (this section adapted from: Beare)

Important Points to Remember

· Email is slightly less formal than a written letter. Emails are usually short and concise. 

· If you are writing to someone you don't know, a simple "Hello" is adequate. 

· When writing to someone you know well, you may write as if you are speaking to the person. 

· Use abbreviated verb forms (He's, We're, He'd, etc.) 

· Include a telephone number with the signature of the email. This will give the recipient the chance to telephone if necessary. 

· It is not necessary to include your email address. The recipient can just ‘reply’. 

· When replying, eliminate all of the sender’s information that is not necessary. Only leave the sections of text that are related to your reply. This will save your reader time when reading your email. 

Formatting

Example 1: Formal Business Email


Example 2: Informal Business Email

Note the simple formatting: keep everything flush with the left margin; avoid special formatting and tabs. 

A heading, inside address and date are not necessary in an email. 

For your own email address avoid using an inappropriate or silly email address name; register a professional sounding address if you don't have one. 

If the person’s name is unknown, address the person's title. 
i.e. Dear Director of Human Resources.
Attachments 
Do not attach unnecessary files. 
Large attachments can annoy customers and even bring down their e-mail system. They are also a potential source of viruses. Generally, avoid attachments unless the recipient has requested or is expecting an attachment. If it is a text document you want to send, simply cut and paste the text below your letter and remove any special formatting. Another idea: include links to Web pages where the information is displayed.
Introduce any attachments you include. 
When you include an attachment, tell the recipient you have done so in the body of the email and tell them what the attachment is. NEVER send an email with just an attachment with no text in the email body.

Only open attachments if you trust the source. 
This is because attachments can be a source of viruses.
Always give an attachment a meaningful name

The name of your attachment should tell the reader what to expect in the attachment. Make sure the name, and the attachment, is in a language the expected recipient can read.
Some Email Etiquette and Guidelines (compiled from multiple lists)
Writing business emails well can make you stand out in the corporate landscape. Writing them badly can do the same, but for very different reasons. 

Use a meaningful and informative subject line.
Try to use a subject that is meaningful to the recipient as well as yourself. For instance, when you send an email to a company requesting information about a product, it is better to mention the actual name of the product, e.g. 'Product A information' than to just say 'product information' or the company's name in the subject line.
Use short sentences.
Try to keep your sentences to a maximum of 15-20 words. Email is meant to be a quick. 
Be concise and to the point.
• Keep it brief
• Get to the point, quickly
• Use bullets 

Be clear. Make sure spelling, grammar & punctuation is good
These kinds of mistakes give a bad impression of you and your organization. If your program has a spell checking option, USE IT.
Re-read the email before you send it.
Make sure you find any mistakes a spell checker will not catch. Example: to, two and too will all be spelled correctly but which is correct in context?
Answer swiftly when you can.
If it will take more than a day for you to respond fully, just send an email back saying that you have received their email and that you will get back to them. This will put the customer's mind at rest and usually customers will then be very patient!

When you need to, take your time. 
If the email content is sensitive, the passage of time and other people's input will help you improve your message and writing. Show it to colleagues and other business people, and get their opinions.
Carefully choose when you send your email.
Most business people spend Monday mornings catching up on email, postal mail, and phone calls that have piled up since Friday. You don't want your email mixed in with dozens or even hundreds of communications that are being reviewed by recipients.

Be specific: People can’t read minds

The more specific you are, the more likely you are to get a response. 

Example: You are asking someone to attend an event. Tell them the name of the event, what it is for, the date of the event, start time, end time, when you want them to arrive, location (including a street address and room number, if appropriate), and include your telephone number so they can call you if necessary.
Be accurate. 
Whatever claims you make, benefits you offer, or statistics you quote, make sure they are true and not inflated. 

Include the message thread.
When you reply to an email, you should include the original mail in your reply, in other words click 'Reply', instead of 'New Mail'. This acts as a reminder to the recipient of what they said to you. If responding to multiple questions from a long email, copy the questions into your email and write your answers next to them. 

Answer all questions, and pre-empt further questions. 
If you do not answer all the questions in the original email, you will receive further emails regarding the unanswered questions. This will not only waste your time and your customer’s time but also cause frustration. 
Example: A customer sends you an email asking which credit cards you accept. Instead of just listing the credit cards, you can guess that their next question will be about how they can order, so you also include some order information and a URL to your order page. 

Make sure links within your email display and work properly. 
When you list "for more information" links, make sure they will work. Also make sure they go to the exact page you want and this landing page is up to date and provides the information you want them to have. Sending people to your company home page and leaving to them to figure out where to go is not making your reader’s life easier.

Watch out for a "knowledge gap." 
Don't assume recipients have the same knowledge about your organization, product, service or country as you do. 

Use proper structure & layout. 
Use short paragraphs and blank lines between each paragraph. When making points, number them or mark each point as separate to keep the overview. 

Be careful with formatting, rich text and HTML messages.
The sender might not be able to view formatting, rich text or HTML format, or might see different fonts than you had intended. 

Include a good signature block. 
Always sign off professionally. Make sure your signature block is complete: your full name, title, company, address, phones, pager, fax, and Web site links. Give the recipient a choice of how to contact you for more information.
When writing to your teacher your signature block should look like this:
Wang Haitao (Gary)
1201060228

Practical Writing NEM 
Do not write in ALL CAPITALS.
IF YOU WRITE IN ALL CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. 
And it is harder to read. Not good and not good.

Use graphics wisely. 
Unless graphics add to your message in a meaningful way, don't use them.
Prevent premature sending

To avoid sending a badly spelled, half written pile of rubbish, wait until you have written the email before you enter the recipient’s names. 

Keep your letter formal. 
Do not be inappropriately informal. 

Make it personalized. 

Always open emails with a hello and use the name that they signed off with, even if it’s crazyhorse38! Not only should the e-mail be personally addressed, it should also include personal (i.e. customized) content. For this reason auto replies are usually not very effective. However, templates can be used effectively in this way. (See next tip).

Use templates for frequently used responses.
If you get some questions over and over again, such as directions to the office or how to subscribe to your company newsletter, save these texts as response templates and paste these into your message when you need them. You can save your templates in a Word document, or use pre-formatted emails. Even better is a tool such as ReplyMate for Outlook (allows you to use 10 templates for free).

Mailings - use the Bcc: field.
When sending an email to many people at the same time do NOT place all the email addresses in the To: field. There are two drawbacks to this practice: (1) the recipient knows that you have sent the same message to a large number of recipients, and (2) you are publicizing someone else's email address without their permission. 

One way to get round this is to place all addresses in the Bcc: field and include the mailing list email address in the To: field so your email will not look like spam.

Getting technical, there are mail merge functions that can do all the hard work for you. Warning to novice emailers – test before you go emailing the world!
Use CC: field sparingly.
Try not to use the cc: field unless the recipient in the CC: field knows why they are receiving a copy of the message. CCs should only be sent to those from whom you do NOT expect a reply. When responding to a message that has been CC’d to another recipient, do not include that other recipient in the CC: field unless you have a reason for wanting this person to see your response. Again, make sure that this person will know why they are receiving a copy.

Do not overuse Reply to All.
Only use ‘Reply to All’ if you really need your message to be seen by each person who received the original message. 

Keep your language gender neutral.

Avoid using sexist language such as: 'The user should add a signature by configuring his email program'. Apart from using he/she, you can also use the neutral gender: 'The user should add a signature by configuring the email program'.

Take care with abbreviations and emoticons.
In business emails, try not to use abbreviations such as BTW (by the way) and LOL (laugh out loud). The recipient might not know the meanings of the abbreviations and in business emails these are generally not appropriate. The same goes for emoticons, such as the smiley :-). 

Do not copy a message or attachment without permission.
If you do not ask permission of the originator first, you might be infringing on copyright.

Avoid marking an email URGENT and IMPORTANT.
You must at all times try to avoid these types of words in an email or subject line. Only use this if it is a really, really urgent or important message.

Remember your email is likely to be passed around. 
Because it's so easy for email to be forwarded, assume your message will be sent to others if the initial recipient has any interest. You may want to include links to information that is relevant to others, including technical details, operations info, and financial data.

Don't send or forward emails containing offensive, racist or obscene remarks.
You lose control of your email as soon as you hit 'Send' so stick to professional language. In the West, by sending or even just forwarding one libellous, or offensive remark in an email, you and your company can face court cases with multi-million dollar penalties.

Do not forward chain letters.
We can safely say that all chain letters are hoaxes. Just delete the letters as soon as you receive them.
Do not use email to discuss confidential or personal information.
Sending an email is like sending a postcard. If you don't want your email to be displayed on a bulletin board, don't send it. Do not tell your life's story or love problems in an email to a customer, whether it is a new or established one. 
Don't reply to spam.
By replying to spam or by unsubscribing, you are confirming that your email address is 'live'. Confirming this will only generate even more spam. Therefore, just hit the delete button or use email software to remove spam automatically.
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Subject line: Should tell the recipient the main point of the email





Business Email Signature Block: 


     Your name, 


     Position, Company 


     and possibly other contact information like phone number.





Do NOT rely on your email address to tell the recipient who you are or who you represent.





Leave a blank line between each paragraph





Note: this is a section of text from the email that is being responded/referred to. This is called the ‘message thread’.





Most email programs have a Spell Checker. USE IT.





Your name


Your student #


Name of course you are taking from the teacher





Signature Block: Your name, full student number and the name of this course should be at the end of your email to me.





Email body: Use block formatting. Everything should line up on the left. Leave one blank line between paragraphs.





Subject line: This should tell me what the email will be about (the subject of the email).





Email body: Tell me what assignment you have attached.





Signature Block: Your name, full student number and the name of this course should be at the end of your email to me.





Subject line: This should tell me the assignment # and the assignment name.





Attachment: The attachment name should be in English. It should tell me what the assignment is. It can also include who you are.
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