
Dear...
Hello,
To whom it
may
concern...

Sincerely...
Thanks...
Kind/warm
regards...
From...

I am writing because...
I hope you’re well!...
I am confused about...
I would like to...

Email Etiquette
101

Subject Line

Greeting and Closing

Body of the Email

Other tips!

summarise/indicate the
email’s purpose such as:

(Event name)
Meeting recap
Question about...

Use correct grammar and
punctuation
Read over your email and make
sure your tone is formal yet
easy to understand
Make sure to thank 

     them if they answer 
     a question


