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WHY ARE EMAILS SO IMPORTANT?

In the rapidly evolving world of global business, English has emerged as a key language. At
The Angloacademy, we've noticed a growing interest among our Spanish-speaking students
in learning how to craft emails in English that are not only correct but also convey
friendliness, politeness, and a touch of personal flair. I'm Mr. Rivera, the director of The
Angloacademy, and today I'll share insights into the importance of well-written emails in
business.

WHY FOCUS ON EMAIL EXCELLENCE?

First Impressions Count: In business, your first email can make or break a potential
opportunity. It's often the initial contact point and sets the stage for future interactions.

Professionalism Matters: A well-crafted email reflects your professionalism. It shows that
you pay attention to details, respect the recipient, and value clear communication.

Relationship Building: Beyond transactions, business is about relationships. A well-written
email can help build and maintain these relationships, fostering trust and understanding.

HOW TO WRITE A PROPER EMAIL?

A good email should be concise and clear, delivering the main message without unnecessary
details. Use straightforward language and choose words that are precise and to the point.
Adding a touch of personality or a relevant idiom can make your email more engaging and
memorable. Always ensure your tone matches the context and audience, whether it's formal
or informal. Lastly, proofreading is crucial to avoid errors and maintain professionalism.

BASIC EMAIL STRUCTURE

A professional email generally follows this structure: Header, Greeting, Introduction, Body,
Conclusion, and Closing.
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LET'S BUILD AN EMAIL

01. Header

The subject should be clear and to the point, like 'Project
Meeting - December 10'.

< For Example:

Urgent: Update Required for Project X"

Invitation: Team Building Event This Friday"

Feedback Requested: Draft Proposal for Client Y"

Reminder: Submission Deadline for Reports"

Follow-up: Meeting Notes and Next Steps"

02. Greeting
Itis time to say hello! There are many ways of saying hello.

For Example:

Formal Contexts:
e "Dear Dr.Smith,"
e "Greetings Mr. Johnson,"
e "ToWhom It May Concern," (when the recipient
is unknown)
Semi-Formal Contexts:
e "Hello Mrs. Lee,"
e "Good day Mr. Alvarez,"
e "HjMs. Patel,"
Informal or Team Contexts:
e "Hey Team,"
e "Hijeveryone,"
e "Good morning, all,"

03.Body

This is where you state your main message. Keep it clear
and concise. Use bullet points or short paragraphs for
easy reading.




O4. Conclusion

reinforces your main message and guides the recipient on
the next steps, ensuring clarity and encouraging a desired
response or action.
For Example:

¢ "If you have any additional insights or
feedback, please don't hesitate to share."

e "Thank you for your continued support and
cooperation."

e "Looking forward to receiving your valuable
input."

¢ "Please review the attached documents at your
earliest convenience."

e "l trust this breakdown clarifies the situation.
Your thoughts?"

05. Closing

The final impression, reinforcing the tone and purpose of
your communication. It also conveys professionalism and
courtesy.
For Example:

e "Warm regards,"

e "Yours faithfully," (more formal)

e "Best wishes,"

e "Cheers," (more casual)

e "Respectfully,”

e “Bestregards,”

e “Sincerely,”

LET'S SEE AN EXAMPLE!

Seizing New Opportunities - Lat's Collaborate! - X

Seizing New Opportunities - Let's Collaborate!
Diear [Recipient's Mame]

| hopete thiss message finds you wel, I'm reaching oul 19 discuss a potential collaboration Between [Your Company’s Name] and [Recipient's Company's Name], Your recent
achigvements in [IndustryField] have impressed us, and we beligve a partnirship could lead to groundbreaking resulls

MNext Steps:
Time is precious, so let's get straight to the point. Are you available for a meeting in the next few weeks? We're axcited to explore how our combined strengths can create

something extraordinary

Closing:
Opportunities like this are rare, and we're aager to seize this one with you. Let's create a brighter future togethar

Looking forward to your respanse.
Biest
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[Your Position]
“four Company's Name
¥
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01. Using Idioms

Including idioms can make your email more memorable.

y ‘ ' / A For example, 'Let's touch base next week' means you want

=©_ o~ to keep in contact or 'To get the ball rolling' to start a

%3@

L 4 ) process, other options could be:
For Example:
% & ¢ "Back to the drawing board" - Starting over on a project.

¢ "Think outside the box" - Encouraging creative thinking.

¢ "Onthe same page" - Everyone understanding the situation in the
same way.

e "Cuttothechase" - Get to the point without wasting time.

e "Raise thebar" - Increase standards or expectations.

02. Best Practices

Always remember to proofread your email before
sending. Pay attention to grammar and spelling. And
most importantly, make sure your messageis clear
and direct.

"You're now ready to write emails in English like a professional. Use these tools to make
your electronic communications effective and stand out!"
To learn more, click here.

The best adventure of our life starts here.

SIUDENTS! ==

with us!
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