
 

 

 

Definition:  

❖ Writing a professional email involves more than just 
conveying a message.  

❖ The structure and layout of your email are crucial for 
ensuring your communication is effective and well—
received. 

1. Subject Line 

Purpose:  

❖ The subject line is the first thing the recipient sees.  

❖ It should succinctly summarize the email's content to 
grab attention and set expectations. 

Best Practices: 

 

 

Example:  

"Meeting Confirmation for June 24th" 

Email Structure and Layout 

Be clear and concise. 

Avoid using all caps or excessive punctuation. 

Use keywords that highlight the main topic. 



 

 

2. Salutation 

Purpose:  

The salutation sets the tone for your email and shows respect 
to the recipient. 

Best Practices: 

 

 

 

 

 

 

 

 

 

 

 

Example:  

"Dear Ms. Ram," 

Use formal greetings such as "Dear Mr. Smitha," or 
"Hello Dr. Ram," unless you have an informal 
relationship with the recipient. 

Follow the greeting with a comma or colon. 



 

 

3. Opening Sentence 

Purpose:  

The opening sentence should establish the context of the 
email, letting the recipient know the purpose of your 
communication right away. 

Best Practices: 

 

 

 

 

 

 

 

 

 

 

 

 

Example:  

"I hope this email finds you well". 

Mention the reason for writing within the first sentence. 

Keep it brief and to the point. 



 

 

4. Body 

Purpose:  

The body of the email contains the main message you want to 
convey. 

Best Practices: 

 

 

 

 

 

 

 

Example:  

"I am writing to confirm our meeting scheduled for June 
24th at 10 AM. Please find the agenda attached.  

Let me know if there are any additional items you would 
like to discuss". 

Break the content into short paragraphs for better 
readability. 

Use bullet points or numbered lists for clarity when 
listing items or steps. 

Stay focused on the topic and avoid unnecessary 
information. 



 

 

5. Closing Sentence 

Purpose:  

The closing sentence should summarize the main point of the 
email and indicate any next steps or expectations. 

Best Practices: 

 

 

6. Closing 

Purpose:  

The closing is your sign-off, which should be polite and 
professional. 

Best Practices: 

 

 

Example:  

"Best regards, [Your Name]" 

Example:  

"Thank you for your attention to this matter". 

End with a courteous remark. 

Clearly state any required actions or deadlines. 

Use phrases like "Best regards," "Sincerely," or "Kind 
regards". 

Follow with a comma and your name. 

 



 

 

7. Signature 

Purpose:  

The signature provides your contact information and 
professional identity. 

Best Practices: 

 

 

 

 

 

 

 

Example:  

[Your Full Name] 

[Job Title] 

[Company Name] 

[Phone Number] 

[Email Address] 

Include your full name, job title, company name, and 
contact information (phone number, email address). 

Optionally, include a company logo or professional 
headshot. 

 



 

 

8. Attachments and Formatting 

Purpose:  

Attachments provide additional information or documents 
relevant to the email's content. Proper formatting ensures the 
email is easy to read. 

Best Practices: 

 

 

 

 

 

 

Example:  

"Please find the quarterly financial report attached". 

Clearly label any attachments and mention them in the 
body of the email. 

Use bold or italics to highlight important information, 
but do not overdo it. 

Ensure any links or references are functional. 



 

 

 

 

 

 

 

 

Professional Tone:  

Maintain a respectful and professional tone throughout 
the email. 

 

Proofreading:  

Always proofread your email for spelling, grammar, and 
punctuation errors before sending. 

Readability: Use a standard font and size (e.g., Arial, 
12pt) to ensure the email is easy to read on all devices. 

Response Time:  

Aim to respond to emails promptly, especially those 
requiring urgent attention. 

General Tips for Email Structure and 

Layout 

Clarity and Conciseness:  

Keep your message clear and to the point. Avoid 
unnecessary jargon or lengthy explanations. 

 



 

 

 

 

Subject: Meeting Confirmation for June 24th 

Dear Ms. Johnson, 

I hope this email finds you well. 

I am writing to confirm our meeting scheduled for 

June 24th at 10 AM. Please find the agenda attached. 

Let me know if there are any additional items you 

would like to discuss. 

Thank you for your attention to this matter. 

Best regards, 

[Your Full Name] 

[Job Title] 

[Company Name] 

[Phone Number] 

[Email Address] 

Example of a Well-Structured Business 
Email 


