
Email Messages

Email has become one of the most popular ways of communicating in business and everyday life. An email message
has several components:

• The recipient’s email address

• A subject line (a few words that tell the reader what the message is about)

• An optional salutation, e.g., Hi Jane; Dear Mr. Shelda

• The body of the message

• A complimentary closing (also optional) e.g., Sincerely; Thanks; Cheers; Best

• The sender’s name

There are also additional features in email such as the copy and attachment features.

1 Read the email messages below and answer these questions.

1. What is the relationship between the sender and the recipient of each email message?

2. What are the messages about?

3. Are the messages written in a formal or informal tone? How can you tell?

4. Which of the components mentioned above are included in each message?

� Message

To: David Lager From: Tomas Aklil
Subject: lunch! Date: June 4, 2010

Hi David,

Are you free for lunch today? My treat. How about the Madcap Diner at 12:30? It’s right at the corner of
Mayfield and Jones. Let me know if you can make it.

Cheers,
Tomas
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� Message

To: Vanessa Julian From: Mirella Attenda
Subject: Presentation Date: June 28, 2011

Hi Vanessa,

I just wanted to confirm your presentation is from 1:00 – 3:00 in the Sussex Ballroom at the Holiday Inn
on Monday July 6th, 2011. The hotel is located at 55 Pollar St. The Ballroom is on the second floor. 

So far, 38 people have registered for your workshop and there may be a few more people who sign up at
the last minute. There will be an LCD projector and flipchart paper in the room. Please let me know if
there is anything else you need. I will be happy to assist you.

Mirella


