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CHAPTER 3: Professional Email Writing 

1. Introduction to Professional Email Writing 

In professional settings, emails serve as a primary mode of communication. Writing a clear, 

concise, and polite email enhances professionalism and ensures effective communication. 

2. Structure of a Professional Email 

A well-structured email typically includes the following components: 

a. Subject Line 

• Should be brief and informative. 

• Example: Meeting Request for Project Update – March 15 

b. Greeting/Salutation 

• Use formal greetings such as: 

o Dear Mr./Ms. [Last Name], (if you know the recipient's name) 

o Dear [Job Title/Department], (if name is unknown) 

o To Whom It May Concern, (only when the recipient is completely unknown) 

c. Opening Statement 

• State the purpose of the email clearly. 

• Example: I hope this email finds you well. I am writing to inquire about the upcoming 

training session scheduled for next week. 

d. Email Body 

• Use short paragraphs for clarity. 

• Provide relevant details without excessive information. 

• Example: Could you confirm whether the session will be held online or in person? 

Also, please provide the list of materials we need to prepare. 

e. Closing Statement 

• Summarize the request and indicate any next steps. 

• Example: I appreciate your time and assistance. Looking forward to your response. 

f. Sign-off/Closing 

• Use a professional closing such as: 

o Best regards, 
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o Sincerely, 

o Kind regards, 

• Include your name, job title, and company (if applicable). 

3. Common Types of Professional Emails 

a. Request Emails 

• Used to ask for information, favors, or permissions. 

• Example: Subject: Request for Leave Approval – May 10-12 

Dear [Manager’s Name], 

I hope you are doing well. I would like to request leave from May 10 to May 12 due to 

personal reasons. Please let me know if you need any additional information. 

Best regards, 

[Your Name] 

b. Inquiry Emails 

• Used to ask questions or seek clarification. 

• Example: Subject: Inquiry About Internship Program 

Dear [HR Representative], 

I am interested in applying for the internship program at your company. Could you please 

provide more details about the application process and eligibility criteria? 

Looking forward to your response. 

Sincerely, 

[Your Name] 

c. Response Emails 

• Used to reply to inquiries or confirm receipt of an email. 

• Example: Subject: Re: Inquiry About Internship Program 

Dear [Applicant’s Name], 

Thank you for your interest in our internship program. Applications open on April 1, and the 

deadline is May 15. Please visit our website for more details. 

Let me know if you need further clarification. 

Best regards, 

[HR Representative’s Name] 
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4. Email Etiquette Tips 

• Keep emails professional and polite. 

• Avoid slang and overly casual language. 

• Use proper grammar and punctuation. 

• Be concise and to the point. 

• Avoid excessive capitalization and exclamation marks. 

• Proofread before sending. 

 

5. Practice Exercises 

Task 1: Rewrite the following unprofessional email into a professional one: 

Hey, I need u to send me the report ASAP. Thx. 

Task 2: Draft a professional email requesting a meeting with an Academic Supervisor to 

discuss research opportunities. 

 


