Anatomy of An Email

This is an example of an unprofessional email:

Informal, non-descript subject line 4 | = Hey - Message (HT.
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Informal language and tone that fails M-~ = B~ | 9 € = | & shareto Teams
to provide justification for request and N ~
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Unprofessional closing and signature. N
Writer also fails to suggest the is it cool if | submit that report tomorrow?

response or action desired by the hanks brath
recipient. Professional signature ~ — > | =
should also include full name and title

This is an example of an professional email:

Subject line that is short and explains
the contents of the email.

Request Additional Time for Report - Message (HTML)
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recipient by proper name and title. & ~
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Purpose of email is immediately N e ”

provided followed by justification if Good morning M. Supervisor,

necessa I’y. —_— | am writing to request additional time to complete the report you assigned to me last month. Although | know

this request comes at an inconvenient time, | have recently uncovered some important data from my research
that will provide additional evidence.

May we reschedule our meeting for next week? By that time, | will have incorporated this new data into the

Contents of email are written clearly report.
an d efﬁ cie ntl‘y' | appreciate your consideration and apologize for any inconvenience that this delay may cause. | look forward to

your response.

Sincerely,
Kristopher Purzycki

Conclusion provides action and
response desired.

Signature line includes full name and
title (if applicable)



