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Anatomy of a good email

Email formatting

Tips, notes and common mistakes
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2. Email Writing
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Email Writing

« Email writing is a vital aspect of business communication.

* To write good emall is to know what common mistakes to avoid.
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Email Writing
Anatomy of a good email

Every email written has the same basic

structure:

* Subject line
* Greeting

* Body

* Closing

B <subjectline> - Message (HTML)  ° — O x

File Message |Insert Options Format Text Review Help

2 - m- s |:Calibri|[Bde,r] v|

M b
B’ To <primary recipient>
send Cc <secondary recipient>
Subject <subject linex
F Y
<greetings>
<message body=
<closing>
Maoustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

b 4
[ 2
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Email Writing
Subject line

* The most important part of the email

* Entices people to o

* Sets expectations a

content

nen the message

pout the message’s

B <subjectline> - Message (HTML)  ° — O x
File Message |Insert Options Format Text Review Help
D v [f o~ ¥ | calibriBody) v| e

\ J M= W
E‘ To <primary recipient>
Send Cc <secondary recipient>
- Subject <subject line>
F Y
<greetings>
<message body=
<closing>
Maoustafa Hashem
r= Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland
k4
4 b
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Email Writing
Subject line

* Know who you’re addressing the

email to

* Know who to add in the Cc section

* Know your subject

B <subjectline> - Message (HTML)  ° — O x

File Message |Insert Options Format Text Review Help

<~ [~ ¥ |:Ca|ibri[Bud3,r] v|

= W
B’ To <primary recipient> <:|
Send Cc <secondary recipients -
- Subject <subject line>
r
<greetings>
<message body=
<closing>
Maoustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

b 4
[ 2
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Email Writing

Su

Know who you're addressing the email

to:

bject line

* To: the main recipient who needs to reply
or take an action based on the email

content

B <subjectline> - Message (HTML)  ° — O x

File Message |Insert Options Format Text Review Help

2 - m- s |:Calibri|[Bde,r] v|

M b

B’ To <primary recipient> <:|

Send Cc <secondary recipient>
Subject <subject linex
F Y
<greetings>
<message body=
<closing>
Maoustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

b 4
[ 2
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Email Writing
Subject line

Know who to add in the Cc section:

 Cc: the secondary recipient(s) who need to
receive the emall for reference, but do not
necessarily need to take an action nor
reply.

* When adding more than 1 recipient in Cc,

stick to the organizational hierarchy

CEO — Director —» Manager — Senior Employee — Junior Employee

B <subjectline> - Message (HTML)  ° — O x
File Message |Insert Options Format Text Review Help
D v [f o~ ¥ | calibriBody) v| e

\ J M= W
1}' To <primary recipient>
Send Cc <secondary recipients -
Subject <subject linex
F Y
<greetings>
<message body>
<closing>
Maoustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

b 4
[ 2
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Email Writing
Subject line

Know your subject:
* Include a clear and direct subject line
* 3 to 8-word overview of the content

« Address the recipient’s concerns or

Interests

 Avoid using one-word subjects or '‘Please

read’

E <subject line> - Message (HTML) jo -

File Message Insert Options Format Text

D v g & |calbriody -

E‘ To <primary recipient>

Send Cc <secondary recipient>

- Subject <subject line>

<greetings>
<message body=

<closing>

|

Review

Help

Maoustafa Hashem
l : Technical Trainer

FLAIRSTECH Egypt | Canada | Poland

4

F Y
Innowation | Talent | Excellence @ FlairsTech.com ‘

b 4
[ 2
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Email Writing

Subject line - Examples

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D« [f - ¥ | calibrigody -

O

X

Review Help

7

B’ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
Y
<greetings>

<message body>

<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com

FLAIRSTECH Egypt | Canada | Poland

To

Cc

Subject

Amira Hassan: ) Harazem Adam:

Salwa Hassan:

5CL Intermediate Progress Review

Main recipients
Secondary recipient
Concise subject

l_ FLAIRSTECH
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Email Writing

Subject line - Examples

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D« [f - ¥ | calibrigody -

O

X

Review Help

7

E‘ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
Y
<greetings>

<message body>

<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com

FLAIRSTECH Egypt | Canada | Poland

© Amira Hassan: ' Harazem Adam:

Salwa Hassan:

IMPORTANT!I!! Please read.

All caps
Exclamation marks
Subject makes no sense
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Email Writing
Subject line - Examples

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

- - calibri (Bady) ~| === )
< i ‘g | alibri (Body) ~| - v To Amira Hassan: ' Harazem Adam:
B’ To <primary recipient> / Cc Salwa Hassan:
send Cc <secondary recipient>
Subject Research Discussion postponed to next Monday
Subject <subject line>
i

<greetings>

<message body>

Subject clear and concise

<closing>

Moustafa Hashem
l : Techmical Trainer
Innowation | Talent | Excellence @ FlairsTech.com l F LAI RSTEC H
FLAIRSTECH Egypt | Canada | Poland INNOVATION | TALENT | EXCELLENCE
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Email Writing
Subject line - Examples

www.flairstech.com

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

D v [f - ¥ |calbrigody -

- L
To Amira Hassan; *' Harazemn Adarm;
E To <primary recipient>
Ce Salwa Hassan;
send Cc <secondary recipient> /
Subject The research discussion session for the SOL training course is to be hosted earlier in the morming some day next week.
Subject <subject line>
Y
<greetings>

<message body>

Subject is too long
Subject is ambiguous

<closing>

Moustafa Hashem
Technical Trainer

: Innowation | Talent | Excellence @ FlairsTech.com l F LAI RSTEC H [ ]

INNOVATION | TALENT | EXCELLENCE
FLAIRSTECH Egypt | Canada | Poland | l o



Email Writing

Subject line - Examples

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D« [f - ¥ | calibrigody -

| Pt

Review Help

7

B’ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
Y
<greetings>

<message body>

<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com

FLAIRSTECH Egypt | Canada | Poland

Salwa Hassan:

@ Peter Fakher @ Khalid Arafah:

Feedback required on the Evaluation Metrics for Trainees

Concise subject
Correct order of hierarchy
(Director - Manager)

Ia
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Email Writing

Subject line - Examples

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D« [f - ¥ | calibrigody -

| Pt

Review Help

E‘ To <primary recipient>

Send Cc <secondary recipient>

Subject <subject line>

7

<greetings>

<message body>

[ 2

<closing>
Moustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH

Egypt | Canada | Poland

Salwa Haszan:

® Khalid Arafah: @ Peter Fakher

Feedback required on the Evaluation Metrics for Trainees

Incorrect order of hierarchy
(Manager — Director)
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Email Writing
Greeting

* You'll want to include a quick greeting
to acknowledge the reader before

diving into your main message/request.

* Try to match the recipient’s level of

formality.

* Do not go too friendly.

B <subjectline> - Message (HTML)  ° — O x
File Message |Insert Options Format Text Review Help
D v [f o~ ¥ | calibriBody) v| e

\ J M= W
1}' To <primary recipient>
send Cc <secondary recipient>
Subject <subject linex
F Y
<greetings> -
<message body>
<closing>
Maoustafa Hashem
r= Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland
k4
4 b
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Email Writing
Greeting - Examples

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

D« [f - ¥ | calibrigody -

B’ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
<greetings>

<message body>
<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com

FLAIRSTECH Egypt | Canada | Poland

Hello Harazem,

Hi Harazem,

Dear Harazem,

Hi / Hello everyone,

Simple, friendly and direct

FLAIRSTECH
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Email Writing
Greeting - Examples

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

D« [f - ¥ | calibrigody -

E‘ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
<greetings>

<message body>

<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com

FLAIRSTECH Egypt | Canada | Poland

Hey Zem,

Hi Harsem,

To Whom It May Concern,

Dear 5ir,

Hello Dear,

Informal

Disrespectful
Cold

l_ FLAIRSTECH
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Email Writing
Body

* The body of an email is the core of your
message. |t must have a clear and

specific purpose.

* It should be concise for recipients to be
more inclined to read it rather than
skimming through and missing

information.

B <subjectline> - Message (HTML)  ° — O x
File Message |Insert Options Format Text Review Help
D v [f o~ ¥ | calibriBody) v| e

\ J M= W
1}' To <primary recipient>
send Cc <secondary recipient>
Subject <subject linex
F Y
<greetings>
<message body> -
<closing>
Maoustafa Hashem
r= Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland
k4
4 b
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Email Writing
Body — Purpose
* The email should address only one thing, with one purpose.

* Provide a summary of the issue/request/statement at the

beginning of the email after the greeting.
* Be professional, concise and direct.
* Have the bottom line of the email on top.

* Don't hide your request or it can be easily overlooked.

[aFLAIRSTECH
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Email Writing

Body — Purpose Example

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D v g ¥ |.Calibri (Body) ~

1}_ To <primary recipient>
Send Cc <secondary recipient>
Subject <subject line>

<greetings>

<message body>

Review Help

O

X

[ 2

<closing>
Moustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH

Egypt | Canada | Peland

1. Question 1? (short and concise)

2. Question 2? (short and concise)

The project’s proposal is due Friday, so if you can
have the information listed above sent to me by
Thursday @ 2 pm, | should have plenty of time to

proof-read and put it all together.

Questions listed at the start to focus the attention

Questions are numbered

Reminds and creates a sense of urgency

Ia

FLAIRSTECH
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Email Writing
Body — Details

 Use short paragraphs, numbered lists and bullet points to

organize the information.

 Use headings to breakdown concepts and allow the reader to

skim.

* If you have a file attached, refer to it in the email and clarify to

the reader what it contains and if they should take any action.

[aFLAIRSTECH

www.flairstech.com



Email Writing
Body — Details Example

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

D« [f - ¥ | calibrigody -

I’'ve attached my findings on [...] as a PDF for your

review.

The report covers the following points:

Point 1

Brief description

E‘ To <primary recipient>
send Cc <secondary recipient>
Subject <subject line>
<greetings>

<message body>

<closing>
Moustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH

Egypt | Canada | Poland

* Point 2

* Brief description

Hopefully you find this information useful. Don’t
hesitate to reach out if you have any questions at all,

| am happy to help.

Short and simple

Information written in points I_

FLAIRSTECH
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Email Writing
Body — Call to Action

* Near the end of the email, include a specific call to action.

* It should be clear and leave no confusion to your request.

 The specific desired action.
* The timeline/due date of the action.

» Clarification of tasks and expectations to allow the recipient to respond

more effectively.

E FLAIRSTECH .
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Email Writing

Body — Call to Action Example

B <subjectline> - Message (HTML) P — O >

File Message |Insert Options Format Text  Review Help

D« [f - ¥ | calibrigody -

1}' To < primary recipient=
Send Cc <secondary recipient>

Subject <subject line>

<greetings>

<message body>

<closing>

Moustafa Hashem
l : Technical Trainer

Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Peland

A meeting is scheduled for tomorrow, Tuesday @ 6
pm to discuss the following points so we can move
forward:

* Point1
* Point 2

Kindly be present 15 minutes before our meeting
and prepare any points you’d like to discuss
beforehand. The meeting’s duration should be no
longer than 1 hour.

A timeline is provided
Tasks and expectations are clarified

l_ FLAIRSTECH
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Email Writing
Body — Appreciation
 Say ‘'Thank you' in the first sentence.

« Make the recipient understand exactly what it is you're

appreciating.

* Keep it brief with short sentences and use punctuations.

Ia

www.flairstech.com

FLAIRSTECH .
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Email Writing

Body — Appreciation Example

E <subject line> - Message (HTVIL) jo -

File Message Insert Options Format Text

D« [f - ¥ | calibrigody -

< primary recipient=

E}’ To

Send Cc <secondary recipient>

Subject <subject line>

<greetings>

<message body>

Review Help

O

<closing>
Moustafa Hashem
l : Technical Trainer
Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH

Egypt | Canada | Poland

X

[ 2

Thank you for the effort you made in identifying and

solving this pressing issue.

You did a great job!

Appreciative, brief and to the point.

Ia

FLAIRSTECH
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Email Writing
Closing

B <subjectline> - Message (HTML)  ° — O x

File Message |Insert Options Format Text Review Help

www.flairstech.com

2 - m- s |:Calibri|[Bde,r] v|

» Just as you start things right with your
E‘ To <primary recipient:
greeting, you also want it to end well. send | [ cc | <omcontary et

* Write a friendly closing like one of the e

<message body=

following: <osing>

® Th a n ksl r Mnusf:afa Héshem
: Technical Trainer

¢ Best, Innowation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

Regards,
Sincerely, *
Respectfully,

b 4
[ 2

l_ FLAIRSTECH .
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Email Writing

Body — Formatting

* Keep your font on the default size.

* Avoid using unreadable fonts, stick with the default Calibri font.

* Use bold for headings and to emphasize important text. It

catches the eye of readers.
* Use (talics to put emphasis on a specific area of a sentence.

* Avoid using color, it's unprofessional.

[aFLAIRSTECH

www.flairstech.com



Email Writing
Body — Formatting

www.flairstech.com

* Use periods, commas, semicolons, colons and question marks in

an appropriate way.

 Don’t write in CAPS. It's considered SHOUTING and is hard on

the eyes. Only the initial letter of a person is in uppercase.

* Don't use slangs or informal words ‘4 u’, ‘that’s gr8'. It's

unprofessional.

 Don't use abbreviations like BTW [3 FLAIRSTECH .
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Email Writing
Tips and Notes

 Set up your Outlook signature

Moustafa Hashem
Technical Trainer

Innovation | Talent | Excellence @ FlairsTech.com
FLAIRSTECH Egypt | Canada | Poland

Ia

FLAIRSTECH
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Email Writing
Tips and Notes

 Set up your Outlook signature

©
(o1 Info

Open & Export

Save Calendar

Print

Office Account

Feedback

Options

Exit

E Calendar - moustafa.hashem@flairstech.com -

Feedback

Send a
Smile

Send a
Frown

Suggest a
Feature

©

| Like Something

It's nice to know when we've made a positive change.

| Don't Like Something

If something's not right we'd like to know so we can fix it.

Suggest a Feature

Da you have an idea for a new feature or an improvement? We look
forward to hearing from you,

Outlook a4 ? - O

FLAIRSTECH
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Email Writing
Tips and Notes

 Set up your Outlook signature

Outlook Options

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Accessibility
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

?
ings for messages you create and receive,
pose messages
/[ Change the editing settings for messages. Editor Options...
Compose messages in this format: | HTML - |
B Show text predictions while typing 0]
abec [ Always check spelling before sending . Spelling and Autocorrect... .
B Ignore original message text in reply or forward
Dé Create or modify signatures for messages. Signatures...
Aa Use stationery to change default fonts and styles, colors, and backgrounds. Stationery and Fonts..,

Outlook panes

ﬁ Customize how items are marked as read when using the Reading Pane.

Message arrival

When new messages arrive:
ﬂ Play a sound

O Briefly change the mouse pointer

| Reading Pane... |

[ ]

FLAIRSTECH
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Email Writing
Tips and Notes

 Set up your Outlook signature

Signatures and Stationery

E-mail 3ignature  Personal Stationery

Select signature to edit Choose default signature
FlairsTech NEW Email E-mail account: | gy 5tafa,hashem@flairstech.com e
FlairsTech REFLY Email
New messages: | FizirsTech NEW Email v
Replies/forwards: | FizirsTech REPLY Email v
Edit signature
Calibri (Body) w11 v| B I U Automatic v|||/= = = |m| 14 | [E3] Business Card ||__',;, e

Moustafa Hashem
Technical Trainer

: +20 111 490 3290

FLAIRSTECH  Egypt| Canada| Poland

Innowvation | Talent | Excellence @ FlairsTech.com

Ia

FLAIRSTECH
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Email Writing
Tips and Notes

* Reply to important/urgent emails as soon as you can
* If you're unable to answer immediately, acknowledge that you've
received the email and you'll respond as soon as you can.
* Reply in a timely manner to normal emails

* If you forget, apologize when you receive a reminder. Based upon the

relationship between you and the sender and the email’'s importance.

FLAIRSTECH
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Email Writing
Tips and Notes

* Avoid sending non-urgent emails on weekends and holidays

* You're conveying that you expect the recipients to be working and
ready to reply to your email. Instead, schedule the email to be

automatically sent on the first day of the week.

[aFLAIRSTECH
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Email Writing
Tips and Notes

www.flairstech.com

* Don’t flag an email as urgent if it isn’t inherently critical

and time-sensitive.

* Make sure to respond to meeting invitations

* If you're on leave; make sure to set up your Automatic

Reply (Out of Office) to reflect your status.

FLAIRSTECH 0



Email Writing
Tips and Notes

* Automatic Reply (Out of Office):

©
|| (] Info

Open & Export

Save Calendar

Print

Office Account

Feedback

Options

Fvit

E Calendar - moustafa.hashem@flairstech.com - Outlook

Account Information

. rmoustafa.hashem@flairstech.com
Microsoft Exchange

| + Add Account |

| Account Settings
% Change settings for this account or set up more
Account connections,
Settings ~ " Access this account on the web,
hitt, outlook.office3bd.com/owa/flairstech.com
" Get the Outlook app for i0S or Android. ‘
Change
| Automatic Replies (Out of Office)
Q Use automatic replies to notify others that you are out of office, on vacation, or
ArieTres not available to respond to email messages.
Replies
Mailbox Settings
%4 Manage the size of your mailbox by emptying Deleted [tems and archiving.
Tools '

= 493 GB free of 49.5 GB

»

FLAIRSTECH
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Email Writing
Tips and Notes

* Automatic Reply (Out of Office):

Automatic Replies - moustafa.hashem@flairstech.com

Moustafa

Rules...

Thank you,

CI Do not send automatic replies
@ Send automatic replies
Only send during this time range:

Start time: | Mon 27-Feb-23
End time: |Thu 02-Mar-23
Autom & March 2023

% SUMO TU WE TH FR
26 A 2% 1 2 3
Seg 5 6 7 & 9 10
B 12 13 14 15 16 17
M9 20 21 2 23 24

260 27 28 29 30 I

2 3 4 5 ] 7

Today
Greetings,

~ 2:00 PM e
10:00 PM_ |~
? es:
SA
4 ¢ Organization [OFf)
1A
18
25
1
8

I am currently out of office and will be back on Thursday March 2nd, 2023,

Ia

FLAIRSTECH
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Email Writing
Tips and Notes

www.flairstech.com

 Refrain from discussing confidential information in emails

 They can easily be forwarded and held against you.

 Use a spell checker if needed
* Proof-read your email before hitting the send button.

« Grammarly is a tool that aids in checking your spelling and grammar.

FLAIRSTECH 0



Email Writing
Tips and Notes

* Grammarly

C @& grammarly.com

@ grammarly Why Grammarly v For Work v For Education v

Great Writing,
Simplified

Compose bold, clear, mistake-free writing with
Grammarly’s new Al-powered desktop
Windows app.

Get Grammarly It's free

mmm Grammarly stands with our friends, colleagues, and family in Ukraine, and with all people of Ukraine.

Compare Plans Tools & Guides v Login Get Grammarly It's free

G & w

M

Hi Jen,

BE» 000

I hope you're well. Can we catch up today? Id really

appreciate your input on my presentation for

tomorrow’s meeting. I'd especially love it, if you could
double-check the sales numbers with me. There’s a

coffee in it for you!

Ia

FLAIRSTECH
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Email Writing
Tips and Notes

* Think positive
* Try to avoid any negativity, read your draft and make sure there's no

room for misinterpretation.

* Make it easy on the eyes

+ Use bold, italics, bullet points to allow recipients to scan/skim your

email, refer to the previously mentioned examples.

E FLAIRSTECH .
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Email Writing

Common mistakes

* Uncertainty

« Omit words that imply uncertainty. State your idea or opinion then

provide a reasoning.

® | | I we can try doing [...] and [ it will help.

@_

BasedioATthereportandUMBERS that indicate [...], FEISUEESS we

take the following actions:

* Actionl
* Action 2

FLAIRSTECH
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Email Writing
Common mistakes

» Extremely long message/sentences
* No one will read an email that's too long and you're less likely to get a
response.

 Avoid long sentences in a paragraph. Each paragraph should have 1 to

2 sentences.

E FLAIRSTECH .
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Email Writing
Common mistakes

* Not using punctuations
Hopefully you find this information useful dont hesitate to
reach out if you have any questions at all | am happy to help
Hopefully you find this information usefull Donlt hesitate to reach out
if you have any questions at aIII | am happy to heIpI
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Email Writing
Common mistakes

www.flairstech.com

 Being too casual/formal

» Strike a balance between both. Take into consideration the relationship

between you and the recipient.

* Overuse of exclamation points

» Keep the exclamation points to one or two at most per email and
reserve them for appreciative words.

* Great job!
« Well done! E FLAIRSTECH .
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Email Writing

Common mistakes

* Repeating words

« Read your draft out loud and see if you repeat the words too often.

®_

@_

We - that [...] won’t have an impact, we also - that
[...] might slightly have a positive outcome. Based on that, we

should try and - what other things that could work.

We - that [...] won’t have an impact. However, [...] might slightly
have a positive outcome. Based on that, we should try and investigate

what other things that could work.

Ia
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Questions?



https://web.facebook.com/FlairsTech/
https://www.linkedin.com/company/flairstech
https://www.instagram.com/flairstech/
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