SUBJECT LINE

2-5 word summary of the email
e Missing Grade
« Homework Question

e Late Work
e Book Request

CLOSING

e Thank you
e Have a nice day

e Sincerely
o All the best




e Be professional with your school account. School
email is not social media.
e Remember that email is not private. Your emails

can be stored on the server long after you delete
them.

e Be sure to use proper capitalization & punctuation.

e Read your emails before you send them.

o Plz spell out ur words. (Please spell out your
words).

e Use I noti

e Check your email often and respond to emails
within 24 hours.

o Set up the Outlook Email app for your phone.

THINK BEFORE YOU
SEND..
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