[image: ]Main body of email (main message).
Use good spelling, grammar and punctuation!
CC Recipient – this is an additional person who you wish to see the email but it is not directly for them to action
Main Recipient
Signature
Complimentary Close
(Not as formal as a business letter!)
Greeting
Subject

Good Email Etiquette








All of the above should be included in every email sent!

Ensure that you do not send an email without a subject and an appropriate message.
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Miss MCGEE
Pupils out of school: Mon 18th - T Fiit5/06
Dear colleagues, The following pupils vill..

Ms MCNELLIS
Accord Skydive Fiit5/06
Hi everyone, | am disappointed to have t...

Miss DOWDS
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Good Aftemnoon, | met with Matthew's da..
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53 Admin &IT

Hithere

1am emailing regarding the 53 Admin & IT classes. Can we please ensure there are 20 computers
available in every room so that the pupils have access to a computer of their own?

Kind regards

Mrs Squires
1CT 5005

St Andrew's Academy
Barrhead Road
Paisley
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