Four Rules for Emails. A tip for English for Business students by Andrew D. Miles.

Writing @
good email
implies
making
your point
and
coming
QACross as
professional
but not as
out of
touch.

Business Email: Four Simple Rules

Here's some advice you might want to follow when writing
business emails.

Follow traditional etiquette

When in doubt, apply the formal rules of correspondence. For
example, begin with “dear” and always make sure to address
the person with his or her proper title, whether it's Ms, Dr or Mr. If
you don't know the person’s name use “Dear Sir/Madam”. Finish
with “Regards”, which is the norm in formal English.



As you get more comfortable with Come across: be

people, you can begin with “Hello” understood.
or “Hi"” and end up with “best Out of touch: distant.
regards”, “kind regards”, “warm Etiquette: social norms.
regards” or even “best”. Correspond with: write to.
Rather: instead of.
Emulate the other person’s tone Brief: short.
Enlarge: expand.
Copy the tone of the people you Succinct: short.
are corresponding with. For Follow up: contact later.
instance, if they use emojis, you can Restate: say again.
follow their lead. If you are in doubt, Deadline: time limit.

however, it's always best to be
formal rather than casual.

Make your point—and keep it brief

If your email is a reply, the first item should be a thank you line,
such as “Thanks for contacting us last week.” If not, begin by
stating your purpose, as in “I'm writing to let you know that...”

You can enlarge on the subject later on but don’t forget to
make explanations succinct enough not to waste the reader’s
time. Also, remember to keep your sentences short for better
understanding.

Follow up

To ensure your requests are responded on time, state clear
deadlines in your emails and follow up if they are not answered.
If you're re-writing to people who haven't replied, simply forward
your original message and politely restate your question or the
time and date you need their response by.



Lastly, remember the magic word please when you ask for
something (“I'd like an answer by Thursday please”) and thanks
at the end of every email, as in “Thanks for considering my
proposal”.

Andrew's how to:

Be formal when in doubt.

State your purpose at the beginning.
Include a deadline for answers.

Please remember please and thank you!
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