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Send Your 1.« Formal Email



Success Criteria

1. Log in; EREFFEKS

2. Send an E-mail to your tutor teacher to introduce

yourself, and CC Ms. Kamila

LIRS E—SEMENBIRB S, HE Kamila 22t




Task 1: Log In &%

1. office.com

2. Log in with your account
details




Alternative Log In E{{ &

Apps
PowerPoint OneNote SharePoint
fus Power Pages Power Apps Insights Clipcham Loo Learnin Project Reflect
Automate g PP g P p P g )
Whiteboard Bookings Planner Lists Calendar

[@ES Reading
Notebook Notebook Coach

Outlook OneDrive




st Outlook
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The Basic Elements of An Email if{4AEAER

- Email addressHii i
= + Subject3= i
« Contentpy &




The Basic Elements of An Email ff AN EARNEE

Dear Mr./Mrs. [name],

| would like to formally recognize all the hard work and dedication you've put into completing ° OpeningF%&
[project/task]. Due to your consistent efforts, the project is what it is today and that led to the o
BodyIEX

positive results we were hoping for.

Ending45i&
Sign off {1i&

On behalf of [company name, board members, etc.], we would like to formally thank you for your
hard work and we would like to let you know that we highly value your contribution and your

continued dedication to your job.

Signaturei& X

We are very grateful to have you as a member of our team and we wish to continue to see you

thrive within our organization.

Best regards,

Andrew Watt
¥ EREIE{E Deputy Head of Middle School




How to start a professtional email

Good Greeting examples Words to avoid using
« Dear [name] *Hey
« Dear [job title/department/group] «Hello
« To whom it may concern -Howdy
- Greetings [name] «How is it going [name]
« Good morning, [name]




Tell the teacher about yourself: [@Z&IMIT4E8— MRIEC:

— Name, hobbies, favorite

. Bif. SUMHPEE.

oooks movies, music, food.

e, BR. EICWJ

~What are your strengths? (example: good at math,
painting, dancing, musical instrument, etc. )

—(RAVILBZITA?  (Flan:
%)

BRIEF. BB, 2. K

— What are your worries? — {R$B/LMT247
— What are your expectations? (want to be good at
programming, want to improve English, etc.)

- RNEAEET24? (BBERZRE, BIRERIEKTF)




Task/homework: Writing an e-mail

. Add areceiver, CC Ms.Kamila;RzxInELE A,
£z Ms. Kamila

2. Addsubject IHE F i

3. Write your e-mail with necessary elements
5—H T BHEH

4. Checkandsend {e&H B &%

Email address
Subject
Opening

Body

Ending

Sign off
signhature




