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WHY EMAILS MATTER
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● First impression
○ Shows intelligence
○ Shows respect

● Constantly used in all professional fields
● An expected skill to have in college and 

in the work place



Parts of an Email
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● Subject
● Address
● Body
● Closing
● Signature



Subject
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To do: Not to do:

❏ Introduce the topic of the 
message

❏ Keep it short
❏ Be specific

❏ Leave it blank
❏ Write “Hey” or “Hello”
❏ Include too much 

information



Address
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To do: Not to do:

❏ When in doubt use Dr.
/Professor Last Name

❏ Feel free to address me as 
Jessica or Jess

❏ “Yo prof”
❏ Have no address and go 

straight into the message



Body
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To do:

❏ Keep all font settings the 
same

❏ Write in complete sentences 
with basic, proper grammar

Not to so:

❏ USE ALL CAPS
❏ Change the font, font size, or 

font color
❏ Use slang



Closing
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To do:

❏ Thank them for their time
❏ If you need a response 

mention it graciously

Not to do:

❏ Demand anything
❏ End without wrapping up the 

message



Signature
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To do:

❏ Sign your name
❏ “Sincerely” is optional

Not to do:

❏ End without your name



Final Product
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