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Writing a flawless email can be daunting, especially when communicating in a non-native language. To craft an effective email, consider the tone, formality, and organization of your message. Additionally, proofread your work to eliminate errors and typos. Email writing is also a common requirement in English proficiency tests, such as the Oxford
Test of English, where you must compose an 80-130 word email within 20 minutes. This guide will teach you how to write both informal and formal emails for everyday use or exam preparation. To begin, determine your audience and adjust your register accordingly. Establishing your reader's identity will help you decide between a formal, neutral, or
informal tone. As a general rule, reserve informal emails for familiar recipients, such as friends or classmates, while opting for formal emails in professional settings, like business communications or interactions with public officials. If unsure, it's best to err on the side of caution and use a formal or neutral tone. Consider the purpose of your email to
gauge the appropriate level of formality. For social invitations, maintain a friendly and lighthearted tone, while requests for information from companies demand a professional and polite approach. Ensure your reasons for writing are reflected in the tone of your message. Organize your email using short, simple sentences and break it into paragraphs
for clarity. If necessary, utilize bullet points to convey complex information. Although informal and formal emails differ, they both follow a standard six-step structure: 1. Craft a concise subject line that conveys the main idea of your email, such as "Introducing our new school magazine" or "Proposal for the Evergreen Sports Centre." 2. Use an
appropriate greeting, such as "Hi Carlos," "Dear Luka," or "Dear Mr. Chan," depending on the formality of your email. 3. Include a polite opening line to establish a positive relationship with your reader, like wishing them well or introducing yourself. By mastering these elements and structures, you'll be able to write effective emails that suit various
purposes and audiences. When composing an email, it's essential to clearly state the purpose of your message. For instance, you could start with a greeting such as "How are you?" or "I hope you're doing well," followed by a brief introduction like "This is Tim from Accounting" and then specify the reason for your email, e.g., "I am writing to inform
you..." The main body of your email should strike the right balance of detail. If it's an internal email to a colleague, brevity is acceptable. However, if you're writing for an exam like the Oxford Test of English, aim to demonstrate your capabilities by providing comprehensive answers. Utilizing the RED acronym - which stands for Reasons, Examples,
and Details - can help flesh out your responses. Your email's main body should also have a distinct purpose, such as suggesting a gift or offering feedback on an event. Useful phrases include "Guess what!" for informal news sharing, "I'm pleased to tell you that..." for formal announcements, and "Why don’t you...?" for suggestions. Before concluding
your email, it's beneficial to end with a closing statement. In formal emails, this could involve requesting action, while in informal ones, it might simply be an expression of goodwill. Regardless, ending on a positive note is advisable. Closing phrases can range from "I look forward to meeting you" in formal contexts to "Hope to hear from you soon" in
more casual exchanges. When signing off, the tone should reflect your professionalism and relationship with the recipient. Common sign-offs include "Take care!" for informal emails, "Best wishes," and "Kind regards." Remember to capitalize the first letter of your closing phrase and use a comma after it. After drafting your email, proofread it to
ensure perfection, paying close attention to typos, spelling, and grammatical errors - especially if English is not your native language. Practice is key to mastering any writing skill. With resources like those provided by Learning English with Oxford, you can prepare for exams such as the Oxford Test of English, a globally recognized online test
certified by the University of Oxford. Emails are a ubiquitous form of communication, offering immediate interaction across borders, making the ability to write them correctly in English a valuable professional skill. To make a positive impression, it's crucial to avoid mistakes when representing yourself and your company. This article provides
guidelines on writing formal emails in English, including the proper format, examples, and rules to follow. To craft a well-written email, it's essential to understand the key elements, such as the subject line, which should be clear and concise, grabbing the reader's attention with two or three words that indicate the content or purpose of the email.
English formal writing is characterized by concise language and simple sentence structures, so it's best to break up the text into two or three paragraphs for easy reading. When writing in English, it's also important to incorporate courtesy formulas, as the Anglo-Saxon culture values politeness and gratitude. Before sending an email, always proofread
to catch grammatical or typing errors that can make you appear unprofessional. A formal email should include a signature with essential information, such as your name, job title, company details, and a link to the company website. The format of a formal email typically consists of an introduction, body, and conclusion, starting with a greeting that
depends on the relationship with the recipient, followed by a clear introductory sentence that states the purpose of the email. Common opening sentences include "I am writing with regard to..." or "I am writing in connection with...", while emails conveying information can start with "I am writing to let you know..." or "I regret to inform you that...".
When responding to a received email, you can start by saying: "I am writing in response to...", "I am writing in reply to...", or "I am writing to thank you for...". If you want to express gratitude, use phrases like "to thank you for...". The body of the text doesn't follow strict formulas as it depends on what needs to be communicated. It's helpful to write
an initial draft and make adjustments afterwards. To ensure clarity, divide the text into short paragraphs, avoiding abbreviations and acronyms unless writing informally to family and friends. Depending on the email's purpose, there are various ways to end it, such as: "I look forward to hearing from you soon", "Thank you in advance", or "Please let
me know if you have any questions". Common email closings include: "Best regards", "Kind regards", "Yours faithfully" (if starting with "Dear Sir/Madam"), and "Yours sincerely" (if starting with a specific name). Examples of formal emails in English are provided below. Let's see how these guidelines apply to real-world scenarios. Example 1: Delaying
an order delivery Subject: Delivery delay Dear Mr. Pascal, We regret informing you that we cannot meet the deadline for your order delivery. Our supplier faced supply chain issues, which will cause a production delay. We appreciate your understanding and patience. Best regards,... Example 2: Responding to a job advertisement Subject: Web
Content Editor position Dear Sir/Madam, Regarding your job ad in xxx, I'm applying for the Web Content Editor role. With a degree in Communication Sciences and experience as a Content Specialist, I believe my skills match the requirements. Please find attached my resume. I look forward to hearing from you. Yours faithfully,... Example 3: Sending
a product catalogue Subject: New product catalogue Dear Ms. Chapman, We've sent our new catalogue as requested. Our local agent will contact you soon to discuss how our products can benefit your company's needs. For further information, please don't hesitate to contact us. Yours sincerely,... To improve your English and email writing skills,
consider finding an English course that suits your needs.
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