
Send Your 1st Formal Email



Success Criteria

• 1. Log in; 登录邮箱账号

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

yourself，and CC Ms. Kamila 

  给你的导师发一封邮件介绍你自己，并抄送 Kamila 女士



Task 1 : Log In 登录

1. office.com

2. Log in with your account 
details



Alternative Log In 替代登录





The Basic Elements of An Email 邮件基本要素

• Email address地址
• Subject主题 
• Content内容



• Opening开头
• Body正文
• Ending结语
• Sign off 祝语
• Signature落款

The Basic Elements of An Email 邮件内容基本要素





Tell the teacher about yourself: 向老师介绍一下你自己：
- Name, hobbies, favorite books, movies, music, food. 
姓名、爱好、喜欢的书籍、电影、音乐、食物。
-What are your strengths? (example: good at math, 
painting, dancing, musical instrument, etc. )
-你的优势是什么？（例如：擅长数学、绘画、舞蹈、乐器
等）
- What are your worries? - 你担心什么？
- What are your expectations? (want to be good at 
programming, want to improve English, etc.)
- 你的期望是什么？（想擅长编程，想提高英语水平等）



Task/homework: Writing an e-mail

1. Add a receiver, CC Ms.Kamila添加联系人，
抄送给Ms. Kamila

2. Add subject 填写主题

3. Write your e-mail with necessary elements 
写一封完整的信件

4. Check and send 检查并且发送

• Email address
• Subject 
• Opening
• Body
• Ending
• Sign off
• signature


