Naeed khan :228648

Communicating Using Email / Send Emails in the workplace


A good form of communication is using email, it has become more common now in schools, colleges, universities as well as in workplaces. This gives us the ability to communicate quickly and efficiently explaining why we are late or absent or any issues we may have.
            
Open a new google tab and sign in to your google account, 
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if you do not have a google account then create an account. Go into apps and go on Gmail.
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It is quite easy to create an account, add your personal details and secure password. You have the option to either open your account for personal use, for a child or for business purposes.
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To start this email, go on to compose and open a new email, your email will be based around 5 parts.
· Recipient
· Subject line
· Greeting
· Body 
· Closing
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I have a recipient for my email in this example I have chosen one, but you can add more than one recipient or send in group.
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The subject makes it easier for the person receiving the email to know why you are sending them an email.
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Compose your email keeping it brief and clear so the reader can understand, 
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[bookmark: _Int_zv28oetf]Write a clear email using full sentences and not abbreviations as we would do when sending messages via social media apps. It is more professional manner to send emails with correct grammar and format, especially to work related matters.
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                              Draft an email with recipient email address and place your email in the cc section, explain a reason for being late and make your email short, but clear regarding the topic. In the email we express the reason in the subject also why you are late and how you can make it up by working till a later time. Have your email simple but clear and easy to understand
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To create an email to a few recipients to express your gratitude and add Giff features, rewarding your work team, and showing how grateful you are by presenting them with a gesture of a meal. In the recipients you can send to group or selected collages that you wish to email; the subject helps them recognize the reason of the email.

[image: ]








This is edited and sent from a draft email, and then sent it as changed the layout and set up of it.

[image: ]

image8.png
rsity project _ex

alanakhan123@outlook.com

rsity project

ave just completed my university assessment|





image3.png
WOVYe
Signin
Use your Google Account

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Leam more

Create account Next

For my personal use

For my child
i Help  Privacy
For work or my business





image9.png
fundraising outcome _ex

alanakhant23@outiook.com
fundraising outcome
hi,

1 would like to take this opportunity to thank you allfor taking your time to help with the
wonderful fundraising day we had. We have raised a lot of money to contribute to the homeless.
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to alanakhani23, naeedkhan@hotmail.co.uk

Hi Alana, -
Please accept my sincere apologies, | have been ringing the drs
surgery since 8am and the only appointment available is at 10am. For personal
health reasons I need this appointment. and I will attend work as soon as | have
visited the doctors. +

Ihave a meeting scheduled for 11.30am which | hope to be back
before, i have briefed Ryan in all the details of my meeting in case | am late. | will
‘make up for my missed hours Thankyou

Best
Ishaaq
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running late - emergency doctor appointment

Hi Alana,

Please accept my sincere apologies, | have been ringing the drs surgery since 8am
‘and the only appointment available is at 10am. For personal health reasons | need
‘appointment.and | will attend work as soon as | have visited the doctors.

Ihave a meeting scheduled for 11.30am which | hope to be back before, i have
briefed Ryan in allthe details of my meeting in case | am late. | ill make up for my missed
hours Thankyou

Best
Ishaaq
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