FORMAL EMAIL WRITING
A formal and professional email is different from an informal and friendly email message. There are certain requirements of format, style, and netiquette.
I.     FORMAT
       An email message is made up of several parts. They include:

A. Header - It contains information about the sender, the routing and the time of the message.
1. The header contains the date and the time the email was sent. The email software does this automatically.
2. There sender’s address is automatically identified by the email software. (Avoid using code names or nicknames as such email addresses are not taken seriously in the formal or official context.) The receiver’s address has to be typed in carefully and correctly.
3. The CC or “copy to” line might be needed sometimes, and again, the address has to be typed in carefully and correctly.
4. The header always contains a subject line. This is a very important part of the message as it gives the receiver immediate idea of what the email will speak about. The subject line indicates the purpose or content of the message, and short, clear and specific descriptions are to be used.
5. In case of an attachment, always make sure that it is not too large in size. It is considered rude not to include a couple of lines in the message text referring to the attachment topic.

B. Message Text – This is where the message is written. 
Formal email is written in either the letter format (with salutation and complimentary close) or memo format (without salutation and complimentary close).
C. Signature – This identifies the sender. This part is optional and has to be set up inside of the email software. Most email programs allow you to record a signature, which is inserted automatically into all outgoing messages. The signature must include all your official contact details. This is in order that you as sender are easily identified, and that it would not be difficult to get in touch with you.
D. Margins – In the professional field, people are busy, and so there is little time to spare and keep scrolling downwards-upwards or sideways to understand the message. So make sure that the margins are clear, and that the email is brief, concise and to the point. 
E. Spacing – Spacing is required in order to identify the different parts of the email text like the introduction, body and conclusion. If there are too many points to clarify in the body part, always number or list the points.
The parts of an email look something like this:




Date: 
Saturday 18 Feb 20--, 10:04 AM



From: 
samirahussain@arts.uob.bh





To: 
zahramohammad@it.uob.bh



Header

Subject: 
Your Report Project






















Dear Zahra,



 Salutation










Spacing
I would like to meet you so that we can discuss 



your report project. 









Spacing
I am available during my office hours on UTH 



between 11:00-12:00 this week. I’m sorry to inform 
       Message Text
you that I have some other appointments next week. 











Spacing
I would like to meet this week itself, so email me 
as soon as possible to let me know the day you’re 
coming.










Spacing


Thanks.


Complimentary Close


Samira Hussain 
Lecturer, English Language Centre,
University of Bahrain






Signature
Office ext.: 1743-8888 



email: samirahussain@arts.uob.bh

II.  STYLE

In the formal and professional context, using a formal email style is important. It is just like writing a formal business letter or memo; you have to be as careful. This email will reflect you and your organisation, and your competence.
A. Include an informative, specific subject line. The subject line informs the reader about the topic discussed in the email. Most readers use the subject line to decide if or when to read email. If the subject line is not informative or specific, your readers may simply ignore your email.
B. Introduce the topic in the first or introductory paragraph itself. Build up the discussion in the following paragraphs. The concluding paragraph has to refer to the topic and the wish for further communication and / or follow-up of the matter. Doing this spreads goodwill.

C. Make messages brief, easy to read and paragraphs short. Include only the information readers need, so they don't have to scroll through irrelevant or unnecessary infor​mation to find the main message. Send only the necessary information, and exclude all non-essential details, comments, and descriptions. Do not ramble; write briefly and to the point. 
D. Avoid sloppiness in writing the email. Remember that your email represents you and your organization. You do not want readers to think that you are incompetent. Therefore, follow all the rules of proper spelling, punctuation, correct word choice, and style. Verify proper names and product names. Use both upper and lowercase letters. Skip lines between paragraphs, and keep them short. If there are several points to discuss, always list them. Proofread before you press the Send key. If you have still made an error, apologise, and promptly re-send the corrected message. 
E. Avoid unfamiliar abbreviations and catchwords or phrases, especially those used in informal and friendly email messages. Short forms of words as well as emoticons, used in friendly emails and mobile phone messaging, are to be strictly avoided.
F. Always end your message politely and make sure you have addressed all the reader’s questions. Let your readers know you appreciate and welcome their help.

III. NETIQUETTE

With email there is spontaneous response and feedback, it is as if you are actually talking to a person and so it has a very informal tone to it. However, it is a very different matter when writing an email in the formal and professional context. Very often writers misuse this spontaneity and thus misspell words and inappropriately use lower​case or uppercase letters, and also use emoticons.

If you are working for an organization, read the email of others before you send your own email. Determine the level of for​mality expected. Does the email read like a letter or memo? If it does, then use a more formal tone. If the writers use a less formal tone, then use a less formal tone. 

Regardless of the tone, follow these guidelines of netiquette (etiquette on a network):

A. Avoid sending rude or angry email messages; this is called flaming. If an email message angers you, or if you are angry and upset, wait for a day or two to cool yourself down before responding or writing, and when you do, use a polite tone only. Also, avoid writing in all-caps, as it is similar to shouting at someone. 

B. Send messages only when you have some​thing to say about work. Never send or re-send unsolicited email as it is regarded as "junk mail". Unnecessary or uninformative email wastes readers' time.

C. Before you copy and forward another person's email, get the writer’s permission. The writer may want the message to remain private.

D. Remember that email is permanent. Most organizations archive all email written by their employees. Organizations back up the email and store it; so do not write anything in e​mail that you would not put in print or want others to read.

E. Above all, do not gossip or spread rumours, or write about anyone or anything in your field of work. Your message could be read and stored to be used against you later.
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EXERCISES

1. Select an email programme that allows adequate space for email. Open an email account for yourself for all official communication from and to your instructor/s. Your email account should include your full name or at least part of it so that it is easily identifiable as yours. Please avoid code names and nicknames. If you are using this email address for different courses, open different folders for them and name them appropriately. Keep your email account well-organised by placing the different course-email correspondence in their separate folders.

2. Write an email to your instructor introducing yourself. Include all your official details so that your instructor can include that in her/his class records. Use proper format and style in your email message, following netiquette guidelines.
3. You have just missed a class. However, you have a valid reason for your absence. Email your instructor explaining the reason, and say you will submit an official excuse-form or letter in the next class. Inform your instructor about how you intend to make up the missed work.
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