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Emails are the basic means of communication between organisations. They are free, 
quick and very versatile, giving you the opportunity to include various types of content. 
Even if, more or less, anyone can say that they have used emails in their work, there are 
some basic rules that need to be taken into consideration when addressing your partner 
or other stakeholders by email. 

1. Is email the right choice? 

Emails arrive almost instantly to their destination but this doesn’t mean that they are 
also instantly read or that you can get an immediate reply. The frequency one checks its 
email varies from several times a day to several times a month, so it can be a very short 
or long wait for getting an answer that you need. Moreover, you do not have the 
certitude that the email has actually arrived to the inbox of the other person, as 
different issues can occur, from server problems preventing the arrival of the email to 
SPAM filters rejecting your message. Have this in mind while sending an email and take 
into consideration all the aspects involved while choosing this type of communication.  

2. Think about the recipient of your email 

When addressing someone, try to have in mind that the other person is most likely: 

! Busy, without too much time to read the email through and with limited time to 
answer, so be as short and concise as possible, while still including all the 
needed information for a relevant reply; 

! Having own perceptions and interests on things, that can be different than yours, 
so you need to find a common point about this; 

! Enthusiastic about being thanked for the work you are asking to do; 
! Happy to receive a compliment. Your words will be appreciated (as long as you 

don’t overdo it); 

3. Choose a proper subject for the email! 

With inboxes getting filled with emails, a lot of them unsolicited, important email can 
easily get ignored. Try to fill in the subject line with a topic that means something to 
your reader and that states in just a few words what is the communication about. Don’t 
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just use “Important!”, “Proposal” or “Questions”, but be specific about what you are 
addressing in the body of the email (e.g. “Question regarding the volunteers of the 
Future Capital project”).  

Also, given the limitations of various emails, keep in mind that only the first words 
usually appear in the subject line of the recipient, so try to keep things short (e.g. from 
the previous subject, one can see just “Question regarding the volunteers...”). 

It is generally considered that one email should address one single topic (e.g. if you 
need to write about two projects, you should send two different emails). 

4. Always start with a greeting! 

Even if you are sending email to a close partner or close teammate, it is always polite to 
start it with a typical greeting. If you are addressing a person with whom you have a 
formal relation, you can use “Dear Sir/ Madam,”, “Dear Sir or Madam,”, “To whom it 
may concern:” or “Dear Mr/Ms Clark,”. Keep in mind that you should always use family 
names when addressing in a formal way (for Ms. Emily WATSON, you should use “Ms. 
Watson” and never “Ms. Emily”). Also, when addressing women, always use “Ms.” 
instead of “Mrs.” or “Miss” as, no matter if the woman you are addressing is married or 
unmarried, has changed her name or not, Ms. is always correct. 

For informal relations, you can use – ”Hi Victor,”, “Hello Joana,”, 
“Dear colleague,”, or even a simple “Hey,” or “Hello,”. No 
matter the situation, you should remember that salutations are 
always followed by a comma “,” (except for “To whom it may 
concern:”). 

5. Be sure to state your purpose or the subject you wish to refer to from the 
beginning! 

The fact that you know what you wish to write about does not mean that the other will 
also know. If you are referring to a project, make sure you clearly state which is this 
project from the beginning, using the common reference that you have (e.g. project 
name for discussions with partners or project identification number for discussions with 
financing agencies). Whether you are addressing a partnership proposal, complaint or 
enquiry, you should state this from the beginning in order to create the proper context 
for your communication (in this way, all that follows will be connected to the specific 
topic of communication and things will be more clear in the mind of the person 
reading).  

Typical ways of starting an email can be “I am writing in reference to (about) …”, “The 
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reason I am addressing this email is to get some clarifications about...” or anything 
related. 

Keep in mind that, for more informal emails, before stating your purpose, you can also 
include some pleasantry, just to restate your close relation and the fact that you are 
interested not only in the professional aspects of the other but also in more personal 
ones (e.g. “Long time no heard! How are things with your organisation?”, “Hope you 
are well!” or “How are you? How have things been lately?”). 

6. Have in mind the limitations of verbal communication 

As you found out in the first part of this manual, more than 70% of a message is sent by 
non-verbal means (tone of voice, expression, gestures, etc.). Still, in writing, non-verbal 
communication is almost inexistent. Keep in mind that the other person cannot feel 
your tone of voice, cannot see if you are smiling or being angry, so different messages 
can have different meanings.  

Take this simple example: What do you understand when reading the following 
sentence: “In the end, are you coming?” 

Did you think that it is a simple question related to what was your final decision about 
coming to one place? Or maybe you perceived it as the upset remark of someone angry 
about your hesitation whether coming or not. 

People usually don’t think this so much and tend to fill in the missing information (in this 
case the tone of the speaker) with their personal impressions or even with their 
prejudice related to you or the topic, which often can be inaccurate. Always think about 
possible misinterpretations with regard to what you are writing! 

Also, even if in professional communication emoticons are not accepted, in more 
informal communication you can sometimes use them in order to express different 
emotions (again, with the condition of not doing it too much). 

7. Try to give all the relevant information but also to be brief while describing what 
you want to communicate! 

We live in an age where we are assaulted by information on a daily basis and this has 
severely decreased our attention span. People are no longer enthusiastic about reading 
long letters because this would simply take too much of the time that they don’t have 
anymore. Sticking to two or three paragraphs is a good idea, as long as the relevant 
information can be properly compressed. If not, try to create a structure in your email so 
that it will be easier for the other to follow (like addressing a more complex issue by 
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different aspects, point by point). 

On the other hand, do not forget to include all the relevant information with respect to 
the topic of the email (dates, venues, deadlines, people involved, duration, 
prerequisites, fees, etc.) 

8. Ask what you need while being polite! Same for closing the email 

“Please” is always a good way to start asking for something from the other person 
(even if the thing you are asking is the strict responsibility of that person) and will create 
an overall atmosphere that is more positive and open. Of course, this is true if you 
actually mean it and the “please” doesn’t appear to be out of context. 

Moreover, before you end your email, it's polite to thank your reader one more time as 
well as add some courteous closing remarks, like “Thank you for the time taken to 
analyze our proposal” or “Thank you for your consideration related to our situation". 
Also, don’t forget to express your availability for future inquiries related to the topic: “If 
you have any questions or concerns, don't hesitate to let me know” or “If there is any 
need for further clarifications, I am at your disposal from Monday to Friday, anytime 
between 9.00 and 16.00 ”. 

9. End with a closing 

The last step is to include an appropriate closing with your name. 
“Best regards,”, “Kind regards,”, “Sincerely,” or “Thank you,” are 
all professional. “Best wishes,”, “Yours truly,” or “Cheers,” are 
more appropriate in casual, more informal or even personal 
emails.  

10. Add your signature 

It is mandatory that following the closing, you also include at least your full name, in 
order for the other to have a clear image on who was writing and who is taking 
responsibility for what is in the email. Your family name should always be written with 
uppercase, in order for the recipient to know how to address you in the reply (e.g. Mr. 
Andrew SMITH).  

Signatures can also include: 

! Your job title and the entity (organization) you are working for; 
! Your other contact details (telephone number, Skype account, social media 

pages – if relevant); 
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Review your email 

It is important not to forget to read your email again to see if everything is clear and the 
spelling is appropriate, in order to have the perfect email! 

Not only the spell check is important. Try to review what you have written, thinking from 
the other person’s perspective, asking yourself: 

! “How would I interpret this sentence, if I got such a message?” and 
! “How would this make me feel if I had received it?” 

For everything to be clear, we have also added, in the next page, one sample email, 
including also a description of all the necessary elements. 


