MODULE - 24

Writing E-Mails

WRITING E-MAILS

Notes

E-mail, asowritten asemail, isan abbreviation for electronic mail. Itisdescribed as
datakept onacomputer and shared between two peopleover theinternet. E-mail, in
itsmost basic form, isacommunication that may contain text, files, photos, or other
attachmentsand istransmitted acrossanetwork to aspecificindividual or group of
individuas. Email issomething you type on acomputer, but aletter issomething you
write by hand. Email ismore efficient and speedier sincetyping and sending email
takessignificantly lesstimethan writing and posting. Moreover, whileusing e-mail,
differencesinlocation and time zone do not remain an obstacle. For example, if you
send ane- mail fromIndiatoafirminAmerica, they will get itimmediately.

LEARNING OUTCOMES

After completing thislesson, thelearner:

Recognisesdifferent stylesof communicationsthrough e- mail;
Composese-mail based onred-lifesituations;
Classfiesdifferent Dosand Don' tsof effective communication through e- mail;

Assessesthe use of technology in communicating idesseffectively.

241 WHAT MAKESE-MAIL DIFFERENT

Electronic communicationisfundamentally different from paper based communication
because of its speed and broadcasting ability.

On paper, itisessential to make everything clear because your audience may not have
achancetoask for darification. Withe-mail, thereceiver can ask questionsimmediadly.
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Writing E-Mails

E-mail thustendsto beloosdly structured, like conversation. Thishasitsadvantages-
you savetimeand effort. Why should you spend hours on correct spellings, perfect
grammar and appropriate wordswhen the messageisonly totell your colleaguethat
you areready to go to lunch. Of course, you must know when you can be carelessand
whenyou haveto be meticul ous.

Another difference between e-mail and older mediaisthat what the sender seeswhen
composing amessage might not look likewheat thereeder sees. Withe-mall, thesoftware
and hardwarethat you usefor composing, sending, storing, downloading, and reading
may be completely different fromwhat your cor respondent uses. Thevisual quality
of your message may be quitedifferent by thetimeit getsto someone el se'sscreen.
Sincethesedifferencesexigt, itisnecessary for youtotailor your messagetothisnew
medium.

¥ INTEXT QUESTIONS24.1

|

1. Howisanemall different from awritten letter?
2. How isdectronic communication different from paper-based communication?

3. Mention someimportant feeturesof communicating through e-mail.

242 HOW TOWRITEAN E-MAIL

Inthissection youwill learn some of themgjor features of communicating through e-
mall.
Ways Of Establishing Context

With e-mail, you cannot assume anything about asender’slocation, time, state of
mind, and profession, interest or future valueto you. Thismeansthat you need to be
very careful about giving your receiver some context. Furthermore, your receiver may
get afew hundred messages all at once. This section will give specific waysfor
establishing context so that your message becomes meaningful and receivesattention.

2421 MESSAGE HEADER

The message header containsinformation concerning the sender and recipients. The
exact content of email headerscan vary depending upontheemail system that generated

themessage.
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Writing E-Mails

Generdly, headerscontain thefollowinginformation:

Subject: Subjectisadescription of thetopic of themessageandisdisplayedin
most email systemsthat list email messagesindividualy. A subject linethat relates
clearly tothebody of thee-mailswill hel p people mentally shift to the proper
context beforethey read your message. The subject line should be brief, and
needsto be acomplete sentence. It should give aclueto the contents of the
message. For example:

Please send one copy of thefollowing CUPtitlesby 26th March |atest.

SUBJECT: BOOK ORDER -TEACHER TRAINING

Dear Mr. Mishra,

Here, the subject line summarisesthe most important detail s of the message.

When you know the person getsalot of mail and you want him/her to act on
your messagewithout delay:

[ Subject: URGENT: Book Order- Teacher Training ]

If you are offering non-urgent information that requires no responsefromthe
other person, prefacing the subject linewith FY | (For your information) isnot
abadides, asin

[ Subject: FYI: Passesfor TheWild Duck ]

21 passesfor the 18th 3 p. m. show are at the Reception Desk, First come,
First served!

Donotuse‘ information’ for your subject line. Instead ask clearly for the specific
pieceof information you need.

Sender (From). Thisisthe sender’sinternet email address.
Dateand TimeReceved (On). Thedate and timethe message wasreceived.
Recipient (To:). First/last nameof email recipient.

Reply-to: If your messageisin responseto another piece of e-mail, preface
the subject linewith Re: or RE: (for Regarding). For example:

[ Subject: RE: Book order-Teacher Training ]
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Writing E-Mails

Thisisthelnternet email addressthat will becometherecipient of your reply if
you click the Reply button.

Recipient email addr ess: Thelnternet mail addressof therecipient, or where
themessagewas actually sent.

Attachments: Filesthat are attached to the message.

24.2.2 Body Of TheE-Mail

Thebody of amessage containstext that you want to sharewith the other party. The
message body may also include signatures or automatically generated text that is
inserted by the sender’semail system.

Quoting References:

If youarereferringtoapreviouse-mail, you should explicitly quotethe document
used for reference. For example, imagine, you arereferring to thefollowing
mall:

Subject: FYI: Passesfor TheWild Duck

21 passesfor the 18th 3 p. m. show are at the Reception Desk, First come,
First served!

Here, you can make your e-mail specific by beginning with the subject line
followed by your query asin:

Re: Show on 18th

Hedlo!

Arepassesfor 18th, 3 p.m. show gone?

Referring to the previous document becomes necessary because you may have sent
the message on Friday and might not remember it on Monday morning when you see
theresponse.

However, you must al so avoid giving too much context. Look at the two examples
given below and decidewhichisbetter and why?
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ExampleA:

>|'vetalked to Rakesh about

> pricequoted by BPL . Hethinks
>itstoo high. Nehapromised

>to contact HL and LG> Any news?

>What do | do now?

ExampleB:

> Rakesh has Bp: quotation. Compare
>itwiththoseof HL and LG available
>with Neha

> Respond withtheline of action.

Thesecond (B) isbetter becauseitisshorter and isaction oriented. It tellsthereceiver
precisely what he should do-

0]
(i)

compare pricesfrom different sources
decideand convey subsequent action.

You must remember that the greater than sing (>) appearsonly whenyou are
forwardingamail or replying to amail without going through the process of
composing areply afresh. Thissign (>) appearsonly at therecipient'send.

PageL ayout

Wordson acomputer screen ook different from thewords on paper and usualy
peoplefindit moredifficult to read thingson ascreen than on paper. For instance,
youmay haveput someof your informationinboxesbut your recipient'scomputer
may not receiveit inthat form. Thismeansthat agood e-mail pagelayoutis
different from agood paper document pagelayout.

Shorter Paragraphs

Frequently e-mail messageswill beread in adocument window with scroll
bars. Itisdifficult toread avery long paragraph because half of it will beoutside
the screen. Therefore, it will bedifficult toremember theinformation.
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LineLength

Most softwaresthat reads mail does not automatically wrapi.e. adjust what
wordsgo onwhét line. Thismeansthat if thereisamismatch between your
software'sand your correspondent'sin how they wrap lines, your correspondent
may end up withamessagethat doesnot ook good; especidly informa business
communications.

If alineislonger than 76 characters (Anything typed including aspaceisa
character), itissplit after the 75th character and thelineendswith anequal sign.
Somee-mail reading software can automatically reconstruct your message but
othersmay completely changetheaignment. You shouldtry to keepyour lines
under seventy characterslong. Why seventy and not, say seventy Sx?Because
you should leave a little room for the indentation or quote marks your
correspondents may want if they need to quote piecesof your messageintheir
replies.

Clear and Precise Prose

Keep everything short. Keep your linesshort, keep your paragraphs short and
keep the message short. If your correspondentswant moreinformation, they
can ask for it. Also notethat some of your correspondents may havelimitson
how much disc spacetheir email canuse.

If you are sending areport to many people then you may need to put more
detailsinto thee-mail so that you aren't flooded with questionsfrom everyone
ontherecipientslist. You should ask yourself carefully, if al the peoplerealy
need to beonthelist.

Thefewer the peoplethere are on therecipient list, the shorter the message
should be. Keep everything on one"page’. In most casesthismeanstwenty five
linesof text.

Greetingsand Signature

Every new medium developsitsown rulesfor opening and closing. Because
email isso new, therearen't firm customs on how to open and close.

Most often start with 'Dear-(First name) and closewith 'Regards or "Thanks
and your signature. Inthe USA, they often beginwith 'Hi' Many people do not
giveeither asalutation or asignature becausethe addressing informationisa
part of ane-mail message. Thee-mail messageitsalf sayswhoitistoand from.
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All thesame, itisgood to havegreetingsand Sgnatures. Many e-mail programmes Writing E-Mails
alow youto set up adefault signatureto beincluded at theend of every message.

Many peopleusethesesgnaturesasan easy way to givetheir nameand dternae

waysof reaching them. For example:

R. Swaminarayan
Training Officer

Trandation Project

Malgudi Publishing House, malgudi Noes
Contact: (+91) ***** xxxx*
melgudipublishinghouse@gmeil.com

Of course, you haveto decidewhether al thisinformationisnecessary with aparticular
message. Such aheavy signature may beinappropriatefor aone-linecasua e-mail.

™ | dentification:

Itisimportant to identify yourself especiadly whenyou aree-mailing astranger.
Your e-mail must answer the questionsthat will cometo the receiver'smind.
They are:

How did she/hefind out about me?
What does she/hewant from me?
Whoishe/she?
Why should | pay any attention to hinvher?

Itisbest to put al identification information at thetop instead of the bottom
because;

Your identity isanimportant clueto the context of the message.

If thereisaproblemwith thetransmisson of themail, theendismuchlikely
to get lost than the beginning

If you don't establish quickly whoyou are, your correspondent may delete
your message before he getsto the bottom.
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|

1.
2.
3.

¥ INTEXT QUESTIONS24.2

What arethe basic componentsof an email?
How do youwriteagood e-mail ? Explainitsconstituents.

Why isidentification of apersonvita inwritingane-mail.

243THINGSTO REMEMBER

Thesubject lineshould bevery clear. It should simply state the subject of the
email so that the reader knowswhat to expect. Also, the subject line should
never beinal capsor all small letters. The reader might misunderstandit for a

Spam message.

Only public matters should be discussed over emails. Mattersof confidential
nature can bemisused if theemail getshacked.

Emailing with any kind of bad newsor expressing anger over theemail isalso
not advisable. Faceto face communication (if possible) isawayspreferablein
such cases.

The use of emoticons, slangsand jar gon not known to the receiver should
be discouraged whilewriting aprofessond email.

Whilehitting reply, beware of the'Reply dl' option. Thiswill send your email to
al thepeoplewhowereinthemailer list of theorigind email and thismay not be
what you intended.

Using BCC isaways advisable when you do not want peopleto know who
othershave sent thee-mail. BCC standsfor blind carbon copy. When you put
the email addresses under BCC, those addresses will not be visible to the
recipientsof theemail.

Sometimes, when wearetoo lazy to composeanew email, wejust openanold
email and hit reply. Thisshould never be done because by doing this, you are
sending amessage that has nothing to do with the previousone.

A littletime saving trick for someonewho hasto send alot of emailsistoinclude
aggnatureintheir emails. Thesignature containsyour first nameand last name
followed by your title/des gnation, email addressand tel ephone number etc.
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° Peopleusualy use short formswhen sending e-mails. Hereare afew of them: Writing E-Mals
BBL - beback later IMO-inmy opinion
BFN - byefor now IOW - in other words
BRB - beright back LOL - laughing out loud
BTW - by theway NBD - no big deal
FY1 - for your information RPFL -rolling onfloor laughing Notes
<g>-grin TIA - thanksin advance
<G>-biggrin TIC - tonguein cheek
HSIK - how should | know? TTFEN - tatafor now
IAE - inany event TTYL -taktoyoulater
IMHO: InMy HumbleOpinion ASAP: AsSoonAsPossible

WY SIWY G- what you seeiswhat you get

RSVP: Répondez sil vousplait,French for "Respond, if it pleasesyou”

¥ INTEXT QUESTIONS?24.3

|dentify thefollowing statementsaretrue(T) or false (F) Correct thefal se statements.
1.  Withe-mall,thereceiver canask for and get clarifications.

2. Sincemany messagescomeadl at oncewe must usewaysto make our message
stand out and beread.

3. Referenceto previousletter/mail iscarried below the subject line.
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Writing E-Malls 24.4 SAMPLE E-MAIL

Samplel

anamika@gmail.com
Request for work from home due to Covid

Dear Ma'am,

This is to let you know that | have not been keeping well for the past few days and as far
as the symptoms are concerned , | suspect it could be covid. | will be getting tested for the
same and it will take a few days till | get the reports. Until then, please allow me to work in
Notes the online mode as it is best for me and others that | isolate myself.

Will update you as soon as | have the results.

Thank you

Regards,
Paul
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Sample?2

Bcc: radhika@hotmail.com
Notification: International Conference on Language and Culture
Dear Colleague,

We are pleased to announce the 4th International Conference on Language and
Culture to be organised on 14th and 15th May, 2022. The conference will be hosted by
Star Glory University Madhya Pradesh, India.

Please find the details of the conference attached with this email. We look forward to your
active participation.

Thank you.

Best

Usha Lal, PhD

Assistant Professor

Department of Humanities and Social Sciences
Star Glory L'niversit;{

Conference announcement.pdf (1,627K) x

«“ ~ Georga <~ [~ B I U A~ =~ = = -~
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INTEXT QUESTIONS24.4

=

You receivethefoll owing message on 21/04/2024

[ Dear Harish,
L ast night the new central cooling systeminstalled by AquaCool exploded.
Our completespring stock hasbeen destroyed. Damage-minimum Rs. 41akhs.
Adviselineof action.

| Manish.

You areHarish. Now, writeareply to Manish.

Writeto Rg Travels, asking themto cancel your air ticketsto Bangaloreand
hotel accomodation they had booked for you. Youwill inform about the changed
dateinthenear future.

Mention some Dosand Don'tsof writing an email.

@" WHAT HAVE YOU LEARNT

Notes

N

w

e Anemailisdifferentfromolder media
e Towriteagoode-mail onehasto provide adegquate context
° Using meaningful subject lines, pagelayout, Greetingsand signature, I dentifying

arevery important inwriting an effectivee-mall

®
TERMINAL QUESTIONS

1.  Writeane-mail toyour friend giving him sometipsandtrickson how to prepare
for termend examinations.

2. Yourfriendwastesalot of timeontheinternet visiting sitesand playing online
games. Writean e-mail advising him not to do so.

3. ImagineyouareVanshikalVivek, writean emall toyour teecher asking permisson
to remain absent from school for 2 dayson account of your sister'swedding
ceremony.

4.  Writeanemail toyour younger brother Ashishto give himtheright guidanceto
choosetheright career option after class12th.

5. Youareaformer sudent of Mr. Mitta, your tutor. Writean email withaminimum
of 80 wordsusing phrasesto thank Mr. Mittal for hisguidancethat contributed
toyour overall development.

6.  Youareaproject manager for ABC company, writean email to your company
membersenquiring about delay in submitting their weekly planner and stressing
theimportance of meeting deadlines.
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A
‘ l ANSWERSTO INTEXT QUESTIONS

241

24.2

24.3

24.4

1. Anemail isinstant and electronic, whileawrittenletter is physical and
typically dower toddiver.
2. Electroniccommunicationisfaster, editable, and alowsfor instant delivery
compared to paper-based communication, whichisphysical and dower.
3. Important featuresof email communicationincludeinstant delivery, easeof
editing, attachment capabilities, and the ability to communicate with people
worldwide.
1. Basiccomponentsof anemail includethe subject line, recipient(s), sender's
email address, message body, attachments, and signature.
2. Towriteagood email, includeaclear subject line, provide context, use
conciselanguage, ensure proper formatting, and proofread carefully.
3. ldentification of apersonisvital inemail to establish credibility, clarity, and
professionalism, ensuring thereci pient knowswho thesender is.
1. 7T 2. F 3. F
1. Individua answer : Contact Aquacool and ascertain cause of explosion-
any casualties/contact insurance- use stand by systemfor timebeing.
2. Individud answer
3. Dos
e Douseaclear and concisesubjectline
e Doaddresstherecipient appropriately
e Do providecontext and background
e Douseaprofessiona tone
e Doproofread beforesending
e Douseproper formatting
e Dorespondinatimely manner
Donts:
e Don'tusevagueor mideading subjectlines
e Don'tforget to proofread
e Don'tuseanunprofessiona tone
e Don'tusedl caps
e Don'tforget attachments
e Don'toveruseCCandBCC
e Don'tuseemail for sengtiveor confidential information
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