Course: Sending Emails in the Workplace
Instructions:

Sign into your Google account

Open Gmail
= M Gmail Q, Search mail =
/ Compose o- c

All Email Messages have 5 basic elements which include

e Recipient
e Subject Line

o Greeting
e Body
o Closing

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

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

punctuation and correct spelling.

Email informing | will be late for lesson:

To tMunyaradzi Micholas Murira

Cc

Digital Technology 11am Class

Hi Munya,

appropriate

Bce

Draft saved at 15:49

I am sorry to disturb you with writing this email in the very early hours in the morning, but | will be late
forthe 11am Digital Technologies lesson | will need to attend an urgent dentist appointment at

10:45am.

| will make sure to join the lesson as soon as possible. Apologies again for my absence. Please let me

know if you need any other informatiori|

Kind Regards,
Badrul

Sending Email to someone you don’t know



To williams@gmail.com Bec

Cc
Reaching out regarding an electronic topic Craft saved at 16:02

Dear William Grylls Adams,

My name is Badrul Alam | am a student in Electrical Engineering in the University of Wales.

I was hoping to reach out to hear your views on an interesting topic which is 5G technology
deployment and its opportunities and challenges | am completing an assignment in University and
would love to hear your views.

| appreciate your help! You can reach me an 07843214506

Kind Regards,
Badrul|

When not to use an Email Message:

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