Simple Email Format in English

Email format is less formal than letter format. But it is important to remain polite in general work
correspondence.

It is advisable to be clear and concise.
Make sure the “Subject” of the email is informative: you can use telegraph style.

Then, in a formal email, start your email with Dear Ms Richardson, if it is a woman; or
Dear Mr Richardson, if it is a man.

It is also common in academia to use Dear Dr Richardson, or Dear Professor Richardson,.

Always try to find the name of the person you are writing to and avoid using job titles (avoid writing
Dear Head of Department, etc.).

English speakers often use first names very quickly: e.g., Dear Jasmin, or Dear David,. Sometimes,
you will see emails requesting use of a first name: e.g. Dear Leila, if | may, . Be a little bit careful
about this.

End your email with Best wishes, or Kind regards,. You can use these in almost all situations.
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Dear Ms Habbas,
Personally, | believe that people have too many emails and too much information to read.
Emails should therefore be clear, concise and relevant.

It may also be best, | think, to use well-spaced, short paragraphs. Perhaps just a sentence or two, so that readers can
absorb these more quickly.

Finally, it is a good idea to be polite but simple.

Kind regards,
Nicholas Sowels

OR - more formally:

Kind regards,

Nicholas Sowels (Dr)

Senior Lecturer in English for economics
Département des langues

)

For emails to friends, you may start with Hello Jasmin, or Hi Jasmin, and end with Best, or Cheers,.



