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Here are sample emails with their different components, The style may vary
depending on the system you usa,

Formal Email

L From: Janet Hugues L Sent: 10 January, at S10AM
3 To: Frank Bonkowski 4. CC: Craig Gonzales

5 Boc Jacky Lestranga 6. Subject: New Book

7 Attachment: Press release doc

B Chear Mr. Bonkonwshk,

2, | thought you may be nterested in The Pocket Wnter's Guide, & new BOok that may
benehit your readers.

Pleade et ma kndw if wOu Bré Ntenestad in $86iNg & Coy OF would bé Intargsted n
speaking with the author, Sutan Barnes. | am including the text of dur préss reléase in
an attachment.

I look forward 1o hearing fram you.

10, Bost regards,

L Janet Hughes

Darector of Publicaty

12. Nash Public Relations

360 Madison Avenue, Sulte 103
Maw York, MY 1001

135, 212-602-4008 «15

14, wharar nashpr.oom

15, Twnttar: @MNPRINC

www.thebalance.com

How to End an

Email Message
With Closing

Examples

Business Email Etiquette - Business Email Template

Oy Joha Brick - hpsifbusinessemaitemplatenet]

ouremployees.
of wine, our




FResume Headline:
Director/Vice President: Business Development (Domestic & Internationall based at Pune, India

Santosh K Joshi
Bhagya Darshan Housing Sockety, Flat No A-303, HIEd Floor, Apte Colony, Opp Avyvappa Temple,
Pune-MNashik Natonal Highway, Bhosan, Pune -41103%9 (Maharashtra-India)

k. mail : santoshjoshi 05 @ere di fimail com zantosh laturkareredifimail, com
Altemate E mail - santashjoshi laturkarmpmail.com

Linked In : fwww linkedin com/pub/santosh-peshif 14352363

Sk Ve - ganbothioshi 243

Cell No ; H O] STNRER 95850

Career Goal: Looking dhallenging & responsible position Director/ V.. -Business Development,
Marketing. (Domestic & International in Automotive Industry based at Pune, India which will
result into fruitiul groswth of organization as well as my professsinal caree

Summary: Professional Experience in Business Development (Domestic & International)

* Rich experience in key Automotive Industry for New Business Development. Marketing, NIPD
Projects through CFT way of working across India and ghobe

*  Result oriented & self motivated individual who maeets & exceeds organization expectations,

* Held senior level E'-.'n.il:i.-.m-.' at dif ferent organizations with I-.:.*_l.' n.'-qF'q::-n-Jk'-:lJil::.' for Business
."i-l:r.1lu_1,1 ¥, lechno-{ ommercal E’n1|_'h.u.'|] JTOVETILE i.:n:-'.l.'l:h,.]'ﬁll'.l'r.-"n. abowe 10%

*  Achive role in Joint Ventures along with Working Capaital Management,

Summary: Technical & Prefessional Educational Background:
+  B.E (Mechanical) from Dr BAMU, Aurangabad (MS-India) passed with 65% in 1998
*  MBA-International Marketing Management from ISBM Mumbai passed with 70% in 2010

Current Working Organization: Varroc Group-Polymer Division =Fune (Maharashitra-India)

Working as a Business Head -New Budness Development (Domestic & Intermational) wet 16th Aug
2006 & reporting to L Business I‘.Iu.'-l.'n,'-lu.:-|1|11:|,'nt & Managing Director as and when rn.'q'|1|i.r-|,=|.1

Varrec Group is a Global Automotive component manufacturer & | am working in Polymer
Division with key products Air Filter Assly, Mirror Assly Seat Assly,. Painted Fairing, Seat Cowl &
Interior Palstic Components with 4 manufacturing facilities for diversified products with annual
group turnover more than INR 8600 Crores

KRA & Key Achievments:

o Business Plan & monitoring it along with action plan for conbinuous growth of Group.
*  Techno-Commercial Proposal : Submission & Approval through VANWVE & Innovative products

BILL HART January 14, 2003 10:08 a.m.,

To: sjones@tgl.com
oo
Subject: Follow-up

Dear Mr. Jones:

In my previous letter dated January 9, [ indicated that my
organization has helped other senior sales executives solve
some very dificult b es.

Our foous {8 on e-commerce applications that help manu-
faoturing companies achleve high value results. Are you
facing any of the following issues:

» Inability to accurately predict sales revenue

*Missing revenue targets and/or new account sales targets

sDeclining eustomer eatisfaction

If the answer 15 yes to any of the above items, then our
company may be able to help your organization. If you would
ke to understand how, please call me at §66-215-1111
Sincsrely,

BEill Hart

BhATHEOUTCOTIPANY.C0TI

Example of business email format. What is the best font and size for business emails. Best format for business email address. How to write business development email.

By Indeed Editorial TeamUpdated July 8, 2022 | Published September 7, 2021Updated July 8, 2022Published September 7, 2021Related: Email Etiquette: Tips For Professional Communication in the WorkplaceYou'll learn the best email etiquette tips for the workplace including how to schedule meetings and what to do when you don't know how to
respond to an email!Throughout your career, you're likely to send a formal email to communicate with your colleagues, customers, and other professional contacts. There are different formal emails for each situation. Understanding formal emails from examples can help you choose the appropriate format to use for different scenarios. In this article,
we explain what a formal email is, describe how to write one, provide a template, and share some examples of when to apply a formal email format.What is a formal email?A formal email is sent to people you don't know personally or in a position that requires your respect. For example, you can send a formal email to your professor, employer, the
head of a store you patronize, or a public officer. What defines a formal letter is primarily the language you use to address the person and communicate your message.Related: How To Write a Professional EmailHow to use a formal email formatYou can follow these steps when crafting a message in a formal email format:1. Craft the subject of your
emailYour recipient sees the subject line before they open your email. Therefore, your subject line needs to catch the recipient's attention and provide enough detail to give them an idea of what to expect. Therefore, ensure your subject line is brief and relates to the subject matter.2. Write your greetingYour greeting sets the tone for your email and is
a way to show respect for your recipient. Using the appropriate salutation improves your chances of getting your request. When sending a formal email, aim to address your recipient by their full name and title. When you don't know the person's name, you can refer to them by their title, or if you're aware of their gender, you can use "Dear
Sir/Madam."Related: How To Start an Email With 6 Business Examples 3. Craft the body of your emailThe body of your email is the most important part and contains the details and purpose of your message. Start with a paragraph to introduce yourself and explain why you're sending the email. Next, your main paragraph explains the purpose of your
email and includes any relevant details the recipient needs to know. The body can contain two or three paragraphs, depending on the purpose and complexity of the message. Finally, use your closing paragraph to thank the recipient for their time and reiterate any important information.Related: The Best Ways To Start an Email for the Desired
Response4. Conclude your emailThe conclusion of a formal email typically includes the closing remarks, the sender's name, and their title, if applicable. Even though it's only a few words, the closing remarks of your email are critical and can leave an impression on your reader. Examples of appropriate closing remarks to use for a formal email are
"Sincerely," "Kind regards," and "Thank you for your time." After your closing remark, include your full name. Where appropriate, you can include your position at your company.Related: How To End an EmailFormal email templateFollow this template for your formal email:Email subject: [short but clear summary of the topic and your main
message.]Dear [recipient's name][Use the first paragraph to introduce yourself and explain the purpose of your email.][Use the main paragraph to go into detail about why you're emailing the person and supply any necessary details the recipient needs. Include a call to action here to make the purpose of your message clear.][Closing paragraph to
reiterate your points, thank the recipient for their time, and invite them to contact you for any clarifications.][Closing remark][Your full name][Your position]Example of a formal email to request an internshipFollow this sample to request an internship:Subject: Computer engineering graduate—request for graduate internship slotDear Ms.
Rodriguez,My name is Taylor Carter, and I just completed my computer engineering program at Willsby University. While searching for a graduate internship, I came across your page based on a recommendation from my course advisor. It was exciting to find that not only are you an alumna of the computer engineering department at Willsby
University, but you were also valedictorian of your class, a feat I'm honoured to have in common with you.Discovering that you're the head of IT at CGD Computer Services piqued my interest in a graduate internship at the firm. CGD is one of the most prestigious computer engineering firms in the country. I believe the fast-paced work environment
and diverse talents can help me grow as a professional.Kindly find attached a copy of my resume and cover letter. I look forward to hearing from you. You can contact me through this email address or on my mobile number, 443-554-7786.Thank you,Amy NguyenExample of a formal email to request a temporary sick leaveHere is a formal email format
to follow when requesting a temporary sick leave:Subject: Taylor Carter—sick leaveDear Madison,I am unable to make it to work today because I have a terrible fever. Yesterday, the doctor confirmed that I have the flu. She recommended I stay home this week to avoid infecting anyone else.As I can't attend work for the rest of the week, I have asked
Sarah to assist me with this week's deadlines. If I'm not healthy enough to resume work or remain in quarantine next week, I'd appreciate it if you would please assign a colleague to handle the rest of my tasks. I've compiled a document of all my pending tasks to aid the process.Kindly find attached the doctor's report. Please note, I have Cc'd the HR
department, so they are aware of my absence. You can reach me via my cell number, 432-443-5543, in the event of any emergencies. Thank you again for your time and help.Sincerely, Taylor CarterCommunications CoordinatorExample of a formal email to request informationFollow this sample when writing a formal email to request information
formally:Subject: Request for information on the summer volunteering programDear Mr. Dwight Peterson,I am writing this email to inquire about your summer volunteering program. As a nutritionist, helping children in low-income neighbourhoods get access to healthy meals has always been something I'm passionate about. However, before signing
up for the program, I would like clarification on some details.Firstly, I would like to confirm the specific location of the outreach program. I reside in Whitehorse, Yukon, and would like to confirm whether I need to make any travel or living arrangements to participate in the program.Secondly, your campaign advertisement didn't mention any
requirements to take part or whether volunteers need to bring any materials. If permitted, I have a friend who would like to support the outreach program with lunch packs for 50 children. Kindly let me know if you allow such donations and any other requirements I need to be aware of before applying.Thank you for your time. You can contact me on
my cellphone at 223-444-6677 if that is more convenient for you. I look forward to your response and hope to work with you.Sincerely,Jane StreetExample of a formal email complaintFollow this sample when writing a formal email for a complaint:Subject: Product quality complaint—model 562 refrigeratorHello,I'm writing this email to register my
complaint about a refrigerator I purchased at your store at 78 Hobson Avenue in Toronto, Ontario. I made my purchase on the 13th of June 2021 with my credit card.Unfortunately, after using the refrigerator for some days, I discovered it doesn't cool the products properly. As a result, I lost almost $100 worth of groceries. I went back to the store to
request a refund, but the store attendant refused to address my concerns. I am deeply disappointed about the quality of the product and the customer service in your store.l hope you can resolve this issue and stand behind your product. I'm a longstanding customer, and I'd appreciate it if you resolve this issue immediately. Thank you for your
time.Yours sincerely,Jamie BuchananExample of a formal email to make an announcementFollow this sample for a formal email to make an announcement:Subject: Meet the new internsDear team,I'm happy to inform you of the commencement of our summer internship program. We recruited 10 interns from four different universities across the
province, and we're excited to have them with us. Our interns are still in the skill pool, so they're available to understudy tasks in any department. I hope you will all do your best to engage them and make their experience worthwhile.Feel free to say hello to the interns on our work page, and make them feel welcome. Thank you all for your time.Best
regards,Sharon Powell,Human resources director A business letter is a formal document often sent from one company to another or from a company to its clients, employees, and stakeholders, for example. Business letters are used for professional correspondence between individuals, as well. Although email has taken over as the most common form
of correspondence, printed-out business letters are still used for many important, serious types of correspondence, including reference letters, employment verification, job offers, and more. Writing an effective, polished business letter can be an easy task, so long as you adhere to the established rules for layout and language. Realize that your
recipient reads a significant amount of correspondence on a regular basis and will favor well-executed letters that are free of typos and grammatical errors. Make the purpose of your letter clear through simple and targeted language, keeping the opening paragraph brief. You can start with, “I am writing in reference to...” and from there,
communicate only what you need to say. The subsequent paragraphs should include information that gives your reader a full understanding of your objective(s) but avoid meandering sentences and needlessly long words. Again, keep it concise to sustain their attention. If your intent is to persuade the recipient in some way, whether it's to invest
money, give you a reference, hire you, partner with you, or fix an issue, create a compelling case for your cause. If, for example, you want the reader to sponsor a charity event, identify any overlap with their company’s philanthropic goals. Convince the reader that helping you would be mutually beneficial, and you will increase your chances of
winning their support. Each section of your letter should adhere to the appropriate format, starting with your contact information and that of your recipient’s; salutation; the body of the letter; closing; and finally, your signature. Your NameYour Job TitleYour CompanyYour AddressCity, State Zip CodeYour Phone NumberYour Email Address The date
you're penning the correspondence Their NameTheir TitleTheir CompanyThe Company’s AddressCity, State Zip Code Use "To Whom It May Concern," if you're unsure specifically whom you’re addressing. Use the formal salutation “Dear Mr./Ms./Dr. [Last Name],” if you do not know the recipient. Use “Dear [First Name],” only if you have an informal
relationship with the recipient. Use single-spaced lines with an added space between each paragraph, after the salutation, and above the closing.Left justify your letter (against the left margin). Keep your closing paragraph to two sentences. Simply reiterate your reason for writing and thank the reader for considering your request. Some good options
for your closing include: Respectfully yours Yours sincerely Cordially Respectfully If your letter is less formal, consider using: All the bestBestThank youRegards Write your signature just beneath your closing and leave four single spaces between your closing and your typed full name, title, phone number, email address, and any other contact
information you want to include. Use the format below: Your handwritten signatureTyped full nameTitle You can use this business letter sample as a model and download the template (compatible with Google Docs and Word Online) for the text version below. @ The Balance 2020 Linda LauNorthern State University123 Main StreetAnytown, CA
12345555-555-5555linda.lau@email.comMarch 5, 20200scar LeeManaging EditorAcme Graphic & Design123 Business Rd.Business City, CA 54321Dear Mr. Lee,I would like to invite you to attend our upcoming Liberal Arts department job networking event. The event will be held on the afternoon of May 1, 2020. We wish to provide our graduating
seniors with an opportunity to meet business leaders in the area who may be looking for new hires who hold degrees in the Liberal Arts.The event will be held at the Cox Student Center at Northern State University and will last about two to three hours. If you have an interest in attending or sending a company representative to meet with our
students, please let me know at your earliest convenience and I can reserve a table for you.Thank for your time and I hope to hear from you soon.Respectfully,(signature hard copy letter)Linda LauLiberal Arts Department Chair If you're sending an email letter, your signature will be slightly different. Rather than including your contact information in
the heading of the letter, list it below your signature. For example: Yours sincerely,First Name Last NameTitleYour AddressYour Phone NumberYour Email Address Be clear why you're sending the message. Include the topic you're writing about in the subject line of the email, so the reader is clear as to why you are sending the message. Review letter
samples, including cover letters, interview thank you letters, follow-up letters, job acceptance, and rejection letters, resignation letters, appreciation letters, and more business and employment-related letter samples and writing tips.
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