
EMAILS FOR BUSINESS WRITING

Don't let that happen to your business emails. Etiquette, style, and format are essential to writing emails that get results.
This article will highlight.

In the first example below, Emma might think that Harry is frustrated or angry, but, in reality, he feels fine.
No rush! Thanks for your hard work on this! There are times, however, when you might not have all of the
necessary information available. It is also a good idea to split the body of the email into several paragraphs,
based on the topics you raise. Please find our price list attached file attachment. This is far too casual and is
what you might expect to see in a text message. Do not use block capitals. Resist the temptation to use the
shortcuts of 'text messaging'. Those are basic tips on writing a business email. Proofread Your Email Wait!
The way to do that in an email is to not be too emotional and to make your complaint clear and specific. CC
courtesy copy â€” this is for the email addresses of other people who need to see the information in your
email. Make sure you title your email clearly in the subject box as this helps the reader to refer to your email at
a later date. Have you written short paragraphs that are spaced apart and easy to read? This will mean that
everyone reading your email will see it as you intended. Keep messages clear and brief. BCC blind courtesy
copy â€” addresses that you put in this field are 'hidden' from the other people who receive the message.
Always check your spelling and grammar â€” most email applications have a tool which you can use to do this
automatically. Are any requests you made clear? The third paragraph is far too casual and indecisive, leaves
too much room for doubt, and suggests someone easily placated and generally not all that bothered.


