
 

WRI T I NG PROFES SI ONAL EM AI LS

Email is the main mode of communication between university students and instructors. It is important to 
convey your message in a professional, direct, and concise tone appropriate for an academic environment. 

EM AI L I NG  AN I NSTR UC TOR  

1. Include a subject line that explains what your e-mail is about. 
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b. Tip: This is the first impression your e-mail makes on the professor 
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