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Course name: Communicating Using Email / Send Emails in The Workplace

The aim of this course is to learn how to properly format and word an email to present a
professional look.

All emails have five basic parts:

Recipient

Subject line

Body
Closing

send emails In the workp!

Your message should be:

Clear

Brief

| also made my email clear, informative and as brief as possible to direct it in the right way for my
audience.

In professional emails, it's important
to use:

Complete sentences

Proper grammar

Correct spelling

Stay on topic

| then checked my punctuation, grammar and spelling to make sure it was correct. | proceeded to
read over my work again with any corrections altered to see | stayed on topic and that my sentences
were complete.



