
How to Email
correctly and courteously



In this slideshow we are going  to 
review how to send a 
well-formatted, polite email.

Then you are going to create and  send one.



Email is an essential part of modern communication

Texting and social media such as Instagram, 
Twitter, Snapchat, Remind, WeChat, and 
Tiktok are great apps, but they are not very 
appropriate or useful in formal 
correspondence.



Email is everywhere

Almost every modern business and 
educational institution uses email for its official 
communication.
In year 2020, email is still the best way to send detailed messages 
that cannot be easily handled by texting, tweeting, or social media 
apps. 



You will need it in life 
beyond  high school.



● You will need it to apply for jobs or colleges



● You will need it to communicate with your 
bosses, professors, or coaches.



When you shop online you will need email to 
communicate with vendors if you want to ask a 
question or make a return.



● When you bank online you will need email  to 
communicate with your bankers. 



And of course you can also use it to 
communicate with friends and family!



So learn how to use email correctly NOW 
so you won’t screw up an opportunity 
when it really matters.



Start a new email



Add the address of the 

person you’re writing to.

You can also “Cc” or 

“carbon copy” to one or

more other people. 



Write a short phrase in 
the Subject line that 
tells your recipient 
what you plan to 
discuss.



Don’t just start in on 
the message.  To be 
polite, start with a 
greeting such as 

Hi Mr. Coats,

Dear Mr. Coats: 

or

Estimado Sr. Coats:



Now you can 
write the body 
of the message 
on the line 
beneath the 
greeting.  



How to end an email

Conclude with a valediction

such as Sincerely, or Yours 
Truly, or Best Regards. 

A line or two below the 
valediction type your name.



Do it right or you might aggravate or offend the recipient of your 
email.

Speaking for myself,  I find it aggravating when a student 
doesn’t bother to provide a Subject line or a proper greeting.  

It puts me off because it seems inconsiderate, impolite,  or 
careless, which gets their message off on the wrong foot.


