
To:
Recipient’s Name <email address>

From:
Your Name <email address>

Subject: 
Title that specifies the topic and perspective on that topic

Attachment: 
Name of attached file
Recipient’s Name:

People read email quickly. Therefore, get to the point in the first paragraph—the first sentence, if possible. In other words, state what you want up front. 
Be sure to give the person receiving the email the proper level of respect. For instance, if the recipient is a university teacher who holds a doctorate, use “Dr.” or “Professor,” not “Mr.” or “Ms.” Also, either simply write their title and name followed by a colon or use a professional greeting such as “Dear Dr. Thole” or “Good morning, Professor Motta”—do not write “Hey.” 

In this email format, which comes from www.craftofscientificwriting.com, you should use single line spacing and skip a line between paragraphs. Because people read email quickly, use shorter sentences and paragraphs than you would in a longer document. Sentences should average fewer than twenty words, and paragraphs should average fewer than seven lines. Send copies to anyone whose name you mention in the email or who would be directly affected by the email.  

Final paragraphs should tell readers what you want them to do or what you will do for them. 

Sincerely, 

Your Name

_____________________
Your Name
Your Department

Your Institution

Your Phone Number

