
Email Basics 

OBJ. 48 
Task 3 



Parts of an Email 



Write Effective Email Messages



Writing a Request





FROM: Ima Teacher <iteacher@msjc.edu>
DATE: January 6, 2019
SUBJECT: Welcome to the class!

Dear Students,

Thank you for taking this ESL class.  I’m looking forward to a fun and 
productive term.  Why are you taking this class?  What do you want to 
practice?  What do you want to learn?  Please reply with your ideas.  It 
will help me plan the class and make it more valuable for you.

Regards,

Ima Teacher, Mt. San Jacinto College 



FROM: Joe Doctor <joedoctor@hospital.org>
DATE: January 6, 2019
SUBJECT: New medication

Dear Patient,

Thank you for coming in for your recent checkup.  I wanted to 
know if the new medication I prescribed is working for you.  
Have you noticed a difference?  Please let me know if you have 
any questions.  

Regards,

Joe Doctor, San Jacinto Memorial



FROM:I.M. Boss <imboss@business.com>
DATE: January 6, 2019
SUBJECT: Thank you

Dear Employee,

Thank you for your extra effort in handling a difficult situation 
at work yesterday.  You were calm and reasonable, and the 
customer later apologized for his behavior.  As a thank you, I 
would like to offer you one extra vacation day during the next 
month.  Just let me know which day you would like to use 
before the end of February.  

Regards,

I.M. Boss, XYZ Busines
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