Template for an informal email
Below is a template for creating your next informal email:
Subject: [Entertaining or inviting subject line]
[Casual greeting] [Name of the recipient],
[Explain the context around your message.]
[Include a brief, thoughtful body discussing your reason for writing.]
[Casual sign off],
[Your name]
Template for a formal email
If you're writing an email in a more formal setting, this may be a better template for you:
Subject: [Practical subject line that addresses why you're writing]
[Formal greeting] [Name of the recipient],
[Discuss any important background information, especially if you're writing to someone new.]
[Craft a message body that is clear and direct.]
[End with a call to action.]
[Formal sign off],
[Your name]
[Title]
[Company name]
[Contact information]
Example of an informal email
Here's an example of an informal email you can use as a reference:
Subject: Want to carpool to the basketball tournament?
Hi Rebekah,
I was wondering if you were going to the Raleigh Girls Basketball Tournament that is happening this weekend at Jackson High School. My daughter is playing in the tournament with your daughter, and I thought it could be fun to ride together. It's good for the environment, too! Let me know if you're planning on going by Wednesday and we can make plans to carpool if you'd like.
Talk to you soon,
Deborah Merrick
Example of a formal email
Below is an example of a formal message:
Subject: Follow-up about our meeting
Hello Steven,
I'm writing to thank you for making time to sit with me on Friday to talk about the products that National Chem can offer your business. I wanted to let you know I'm available if you have any follow-up questions about anything we discussed. As you mentioned in the meeting, the sooner we can start working together, the more your business can save. When do you think you might reach a decision?
Please forward any of the attached documents to your team if they'd like more information about National Chem. I look forward to speaking with you soon.
Respectfully,
Anna Gaston
Account Executive
National Chem
309-225-7835
Source: https://www.indeed.com/career-advice/career-development/how-to-write-an-email
