
There was a time when emails were almost always written in “text-speak.” That time has passed. While the email is still 
an evolving genre of writing, many professionals now participate in email communication similarly to how they engage 
in letter-writing. When you’re contacting academic and professional references, recruiters, and potential employers or 
colleagues, assume that your writing voice is a refl ection of your personality and professionalism. More polished emails 
suggest a more composed, employable speaker.

Know when not to email: First, can your question be answered via a simple Google search? Answer it via a simple 
Google search. Next, some time-sensitive, complicated, personal, and/or multi-part questions are more easily answered in 
person or over the phone. For example, if  you need a reference letter and you still live on or near campus, why not drop by 
your professor’s offi ce hours to ask him or her personally?

Greetings and salutations: Always try to address your email to a specifi c person rather than to a department or 
company. If  you’re emailing somebody with whom you are not on close, familiar terms, always include a greeting (“Dear 
Name,” or “Hello Name,” if  you are better acquainted) and a salutation (e.g. “Sincerely,” or “Kind regards,”). Short, abrupt 
emails without them read as curt or even rude. Also, be sure to double-check to ensure that you’ve spelled your recipient’s 
name correctly – it’s an easier mistake to make than you might think, and the worst fi rst impression you can give.

Get a handle: Whom would you rather hire: john.smith@gmail.com or bigjohn91@hotmail.com? Write important emails 
from your UWindsor student or alumni account. If  you prefer not to, use a neutral, professional-sounding handle that 
includes your real name. Gmail is an appropriate free service. 

Change the subject: Email recipients prefer clear, informative subjects that alert them to a message’s contents. Think of  a 
subject like a headline. Would you click through to a BuzzFeed article titled, “A question”? 

•  Are you available to meet tomorrow at 3pm? 
•  Reference letter request from former Victorian Literature student

Come correct: Write in complete sentences, using proper capitalization and punctuation. If  your email client has a spell-
check feature, use it! If  you’re composing a particularly lengthy email, divide your work into small paragraphs or bullet 
points to ensure that it is easier to read. Avoid emoji, emoticons, and LOL’s. 

Be concise: Many busy professionals regularly receive dozens or even hundreds of  emails in a day. The key is striking 
the right balance between being economical with your language and being courteous. Brevity and clarity are your friends. 
Avoid unnecessary “fl owery” language that will detract from your point(s). Some sources recommend limiting emails to fi ve 
sentences or less. 

State your name: Identify yourself  when sending “cold” emails (messages sent to recipients, usually strangers, who 
wouldn’t have expected them).

•  Hi Dr. Bradley,
This is Emily Windsor. I sat in the front row of your 26-200 Wednesday evening section in 2013.

State your purpose: Clearly detail your reason for emailing within the fi rst couple sentences of  your message. Don’t make 
your reader wait until the end to fi nd out what you really want or need. 

•  I am writing to inquire about typical schedules for part-time Master of Education students.
•  I am writing in reference to the Entry Level Analyst job posting.

Obey the golden rule: There’s a lot to be said for remembering that there’s a human being on the other end of  your 
emails. Sometimes, being polite really is as simple as saying “please” and “thank you” once in a while. As a general rule, 
avoid making critical comments about coworkers in professional emails, which are archived for perpetuity. 

•  I apologize if  you’re not the best contact for this inquiry.
•  Thank you for the prompt reply.
•  I know you’re busy, but . . .
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Closing remarks: At the end of  your email, thank the recipient for his or her time and attention, especially if  you are 
asking for something. Commit to next steps pursuant to your conversation or request. Don’t be demanding, but if  you need 
a response by a particular date, make that clear. 

•  Thank you for your patience and consideration.
•  I look forward to hearing from you.
•  We can discuss this further after class on Wednesday.
•  Please advise me how to proceed at your soonest convenience.
•  Please confi rm your availability before Friday, if  possible. 

Sign your work: In a professional environment, most people use informative email signatures. If  you’re a student, it’s 
helpful to include your name, major, university, and graduating year at the bottom of  every email. Include a phone number 
or mailing address if  you wish to be contacted that way. (Do note that the signature fi eld is not the place for a photo of  your 
dog or your favourite inspirational quote.)

Tread carefully: It’s easy to include extra recipients on an email reply without meaning to. Be careful only to use the 
Reply All function when appropriate, and know the difference between the CC (carbon copy) and BCC (blind carbon 
copy) functions. The latter won’t inform a message’s main recipient of  extra recipients you’ve included. Note that, in 
some professional situations, entry-level employees will be expected to CC their supervisors or team leaders on all 
correspondence. Similarly, don’t email everyone! Direct important emails to the most appropriate recipient rather than 
trying your luck with an entire department at once.

Revision activities: Read your message aloud to weed out awkward phrasing or missing punctuation. Proofread one 
more time than you think is necessary. For particularly important emails, ask a friend to review.

Wait times: Always try to reply to emails within 24 hours. If  you need more time, send an initial message explaining the 
situation. Keep in mind that people whom you’ve emailed (e.g. graduate admissions offi cers, professors, or professional 
contacts) may not get back to you immediately. Many professionals treat emailing as part of  their job, which it is, so they 
are only available during normal business hours.

Further Reading: 

•  27 Pre-Written Templates for Your Toughest Work Emails (Forbes)
•  15 Tips for Writing Effective Emails (Think Simple Now)
•  Effective Email Communication (University of  North Carolina)

27 Pre-Written Templates for Your Toughest Work Emails (Forbes)
http://thinksimplenow.com/productivity/15-tips-for-writing-effective-email/comment-page-3/
http://writingcenter.unc.edu/handouts/effective-e-mail-communication/
http://www.uwindsor.ca/cces/
https://success.uwindsor.ca/home.htm
https://twitter.com/cces_uwindsor
https://www.facebook.com/CCESUWindsor?_rdr=p

