
Send Emails at Workplace course 

1) In  beginning of course I learn how to write a professional email. In video I 

watch I learned about recipient, subject line, greeting , body and closing to 

create an email. Here is screenshot of example of my email: 

 

2) In another video I learned to create an email , draft email. In email I include 

an apology for unable to attend a meeting and add a address and carbon copy 

CC. 

 

In 3rd video I learned how to edit a draft email. 



In 5th video main goal to learned why is not appropriate to write an email. See 

screenshot below: 

 

In extension of course I learned to create a email signature, automated reply 

when I am not available: 

 

 


