
Course: Sending Emails in the Workplace 

Instructions: 

Sign into your Google account 

Open Gmail 

 

 

All Email Messages have 5 basic elements which include 

• Recipient 

• Subject Line 

• Greeting  

• Body 

• Closing 

All Email Messages should be Clear, Brief and suited to your audience.  

Professional Emails differ to informal emails and should include proper grammar, appropriate 

punctuation and correct spelling.  

Email informing I will be late for lesson: 

 

 

Sending Email to someone you don’t know  



 

 

When not to use an Email Message: 

If you’re giving your colleague or teacher bad news, filing complaints or issues.  


