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Email Example 5‘252’\‘.2";“3-.” Letter Example

Street Address
City, State ZIP
T Rocipient's Name <recipient's email address> Date
FROM:  Your Name <your email addross> Recipient Name
Tide
DATE  Todays date Company Name
Street Address
SUBJECT.  Mako suro this i attention-ging (most roadors will elermine from th City, State 1P
subject whether ornot o read your message) %
Dear Recipieat Nome

Emal oxt i singlo-spaced It is aignod wih the loft margin Separato oach paragraph
DRI e, A formal business leter is generally one to two pages in lengih. Use Times New Roman or Arial

Emails ar0 o more than one page in lenglh. Just because thoy are shorter, dos not font, 12 pt. Single-space thetext and algn the text with the left margin. In between each

make them easier to write. You must find a way 10 focus your content, using active paragraph, leave one line of white space.

Voice, and give your reader allthe mformation they need In the least amount of words

possiblo Formal business letters use professional anguage, active voice, and avoid slang or
conversatonal tone. Formal business lettrs use formattng elements to emphasize mformation

Bacause sach emailprogran s diflerent, avoid formeatting elements unless absolutaly and increase the high-skim value of the content. Use bullets to dvide up ideas into  list. Also,

required. Manually create any formatling elements you wish 1o include| Tables, bullets, use bold text to emphasize specific words or phrases, but avoid the use of italics or underlining

indentations, bold text, etc. will not necessarly come through on the recipients end the frerdsindeiions

same way you intend. Also, avord affachments unless you are a iusied sender. Most

recipionts wilnot open unsolcited attachments Techaical ilustations including graphs, charts, and ables are also appropriate

‘You should close your email with a salutation and contact information. Vi ook clino gow i wilin siiiion wid Sgeitins.

Sincerely, Sincerely,
Your name
Your business name e ejpuatire
Contact phone number
Contact email address
Your name
Contact phone number
Contact email
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