
Emails, emails and emails

Has there ever been a time where you missed out 

on an opportunity, event or message because 

you hadn’t checked your email or managed it in 

a way that was effective?



Why is learning “to email” a life skill?

 Will eventually become a consistent form of communication for important 

matters

 Colleges might communicate with you via email

 You don’t want to miss out on a deadline, or missing paperwork

 BEAM communicates with you via email

 Opportunities

 Classes

 Just to touch base and see how you’re doing

 For the future



Email 101

 You should have a professional email

 First and last name or just one or the other

 Try to avoid super long emails 

 Don’t give too much info away in your email

 One social and one professional

 Check your email regularly - at least once a day



Email 101

 Use subjects accordingly 

 Make it applicable and brief

 Message content:

 Greeting (Dear, Greetings, Hello …)

 Introduce yourself

 Small nice things like “I hope you’ve had a good day” or “I hope this message finds you 
well” are nice things to add in the beginning to start the body of your email

 Explain the purpose of your email

 Clearly state what you are asking

 If there is a timeline or deadline, explicitly state that.

 Thank them for their time

 Close with an appropriate send off (sincerely isn’t always best)

 Thank you, Best, Take care, etc …



Email 101

 Things to always keep in mind when writing emails:

 Proofread – grammar and spelling matter!

 Do not use all caps – you’re not shouting

 Remember that emailing is not like using social media

 Shouldn’t use texting lingo (i.e.: lol, haha, emoji’s, etc.)

 Read over it once before sending

 Use neutral/professional fonts and sizes 

 Times New Roman, Arial, Calibri are some examples

 If you’re adding attachments, make sure they’re done correctly

 If you are angry or upset by something – don’t email. Wait a couple of hours or 

until the next day.



Email example #1

Hi Ms.

I am trying to applying to a math program this coming summer and need a 

recommendation. Could you write one for me? I need it by tomorrow night.

Thanks!

What’s wrong with this email? Take 2 minutes to edit the message to make it 

more appropriate.



Email example #2

Hey,

I cant find the assignment u gave in class yesterday. Can you send me a new 

1? thx.

- Tash

What’s wrong with this email? Take 2 minutes to edit the message to make it 

more appropriate.



Email Scenario

Imagine you are a 12th grader looking to reach out to a college you 

applied to. You want to ask the admissions office if there is any 

paperwork missing. 



Example email

Hello Dr. Litt,

My name is Ayinde Alleyne and I am currently a student at the University of 

Pennsylvania studying Mechanical Engineering. For a class project in 

entrepreneurship, I am talking with neurosurgeons with expertise in spinal cord 

injury treatment. Based on your experience, it would be extremely helpful to 

speak with you. Primarily, I would like to learn about your experience with 

spinal cord injury devices and spinal implant devices. Any insights or pieces of 

advice you have would be welcome as well.

Please let me know if you might be available to speak with me. For this 

upcoming week, I am free most days between the hours of 12 and 4 pm, but if 

those times do not work for you, just let me know and we can work out 

another time.

Thank you for your time!

Best, Ayinde



Split up in to two groups

1. You do not have a professional email or don’t have one at all (your school 

email doesn’t count)

2. You have an email and want to learn how to use features to help filter 

things out, search your inbox, etc. 


