WRITING A FORMAL EMAIL
1. Determine Your Purpose
· Define the objective of your email: What do you want to communicate? Are you requesting, informing, or responding?

2. Research the Recipient
· Identify the correct recipient and use their professional title if applicable (e.g., Dr., Mr., Ms., Professor).
· Ensure their email address is accurate.

3. Craft a Clear Subject Line
· Keep it concise but informative (e.g., “Meeting Request for Project Discussion,” “Follow-Up on Proposal Submission”).

4. Use a Formal Greeting
· Start with “Dear [Title] [Last Name],” or “To Whom It May Concern,” if the recipient is unknown.

5. Write the Opening Paragraph
· Introduce yourself if the recipient doesn’t know you.
· State the purpose of your email upfront in a polite tone.

6. Structure the Body
· Stay focused and concise: Use short paragraphs, each addressing a single point.
· Be specific: Include relevant details but avoid overwhelming with unnecessary information.
· Maintain a professional tone: Avoid slang, emoticons, or overly casual phrases and contractions (can’t, don’t won’t etc).

7. Include a Clear Call to Action
· Clearly state what you expect from the recipient (e.g., “Could we schedule a meeting next week to discuss this further?”).
· Provide a deadline if applicable.

8. Add a Polite Closing
· Summarize the email briefly or express gratitude (e.g., “Thank you for your time and attention to this matter.”).

9. Use a Professional Sign-Off
· Examples: “Best regards,” “Sincerely,” “Yours faithfully,” followed by your full name.
· Include your job title, company name, and contact information if relevant.

10. Proofread and Edit
· Check for:
· Spelling and grammar errors.
· Proper formatting.
· Professional tone.
· Ensure the email is concise and free of redundancies.

11. Attach Files (if necessary)
· Mention the attachment in the body (e.g., “Please find attached the document for your reference.”).
· Double-check that the correct file is attached.

12. Test and Send
· Verify the recipient’s email address.
· Read the email aloud to ensure it sounds natural and professional.
· Send a test email to yourself if needed to confirm formatting.

Example Format
Subject Line: Follow-Up on Job Application Submission
Dear [Recipient’s Name],
I hope this email finds you well. My name is [Your Name], and I recently submitted an application for the [Position Name] role at [Company Name]. I am reaching out to inquire about the status of my application and to express my continued interest in joining your esteemed team.
Should you require any additional information or documents, please do not hesitate to let me know. I would be happy to provide further details to support my application.
Thank you for your time and consideration. I look forward to your response.
Best regards,
[Your Full Name]
[Your Job Title]
[Your Contact Information]
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