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Email Writing

Introduction

As a highly effective communication tool, email is one of the most common
forms of communication. How you compose an email can reveal a lot about you—
your professionalism, your communication skills, your image, and your attention to
detail. Many email messages are short and routine. They can often be written without
any special preparation. However, sometimes people may take more thought and
planning in writing business emails in the workplace. According to BusinessInsider.
com, the average employee allocates about 25% of their day to slogging through
hundreds of emails. With that volume of mails, individual messages can easily get
overlooked. So how can you get your emails noticed and acted upon? A good mastery

of email writing knowledge will be of much help to you.



Part 1 Basic Knowledge of Email Writing

1. The Definition of an Email

Email (Electronic mail) is a method of exchanging digital messages between computer
users ; such messaging first entered substantial use in the 1960s, and by the 1970s it had taken
the form now recognized as email. Email operates across computer networks, now primarily the

Internet.

2. The ABC Principle

The basic principle for email writing is accuracy, brevity, and clarity (ABC).

21 Accuracy

Your message should be factually correct in every detail. Make sure you double-check
dates, times, names, and numbers. Accuracy also means coming straight to the point and
being specific. Make sure that nothing is omitted and the reader is aware of all the facts.

For example :

Instead of Write

My flight BK2965 arrives at 18:10 on Friday 1

My flight arrives at 6:10.
August.

) ) | was very unhappy about the service |
| want to complain about the bad service ] )
. received when | was in your Shoe Department
when | visited your store recently.
at 10:30 on Tuesday 5 November.

22 Brevity

Busy business people welcome messages that are direct and to the point. It is suggested to
save the recipient’s time by keeping sentences short and simple and by avoiding long-winded,
old-fashioned jargon.

For example ;

PRE AR - NHISC



Instead of

Write

Please be informed that this order will be

dispatched to you on 2 July.

This order will be sent out on 2 July.

| am writing to inform you that regretfully |
am unable to accept your invitation to your
opening on this particular occasion.

I’m sorry | cannot attend your opening.

23 Clarity

Everyday language is strongly recommended in emails. Keep words plain and simple

rather than using fancy words and elaborate phrases.

For example ;

Instead of Write
commence start
dispatch send
attempt try
terminate end
prior to before
come to a decision decide
in the event that if

Practice

Please modify the following email lines according to the ABC principle.

1) Should you require any further clarification please do not hesitate to contact me.

2) As per our discussion, I will accordingly speak to my colleague Claire Lee and request that

she send you our quotation as soon as possible.

3. Email Writing Brainstorming

Before you start writing an effective email, you’d better make clear the following five
facets.

> ldentifying your recipient

Unit 1 Email Writing



> Being polite

> Being positive

> Creating KISSable messages
> Proofreading

31 Identifying your recipient

First of all, think of who your reader is before you write the email.

If you are writing to someone you know well and are friendly with, your writing style will
be more informal, which means it sounds like a normal conversation. Contractions, phrasal
verbs, colloquial expressions, and personal comments are common.

If you are writing to an institution or someone you don’t know, the style will be more
formal. In very formal language, we do not usually use contractions or phrasal verbs. The
language is more impersonal and the passive voice is common.

Professional emails usually have a neutral tone, neither too formal nor too informal. The
aim is to be simple, clear, and direct, so more formal or personal language is used when

necessary. This is sometimes known as a neutral style.

Informal Style Formal Style
contractions few contractions
phrasal verbs _ Neutral Style ‘ few phrasal verbs
colloquial expressions impersonal expressions
personal comments passive voice

3.2 Being polite

You can be direct, but always have to be polite. By adjusting your tone, you are more
likely to get a more positive response from your reader.

For example ;

Before After

Hi Emma,

Emma,

Thanks for your hard work on that report.
| need your report by 5 p.m. today or I'l Could you please get it to me by 5 p.m., so |
miss my deadline. won’t miss my deadline?

Harry Thanks so much!

Harry
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