Writing polite e-mail in English

When I receive a polite e-mail, I expect to see most (and probably all) of the following:

1. a subject line showing it’s a student message (and thus not spam!)

· Detective agency introduction

2. a polite salutation (careful of punctuation and spelling, please)

· Dear Mr. Elwood,

3. an introduction (who is sending me this e-mail?)

· My name is Taro Suzuki, and I’m in your 3rd period English class on Thursday at Tsukuba University. 

4. an explanation of your purpose 

· For our homework we need to send you an e-mail introducting our detective agency. 

5. your polite introduction 

· Our detective agency’s members are … We have chosen … as our name. 

6. a “thank you” for using some of my time

· Thank you for your time. 

7. a polite closing & your name

· Sincerely, 

        Taro Suzuki

        Conan Doyle Detective Agency 

For example, your message should look like the message on page 2:
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Dear Mr. Elwood,

My narme is Taro Suzuki, and It & member of your 3rd period English class on Thursday at
Tsukuba University. For our homework we need to send you an e-mal introducing our
detective agency

Our agency’s mermbers are Mari Tanaka, Emi Shimada, Takeshi Saito, and Taro Suzuki
We have chosen Conan Doyle Detective Agency as our narme

Thank you for your time.
Sincerely,

Taro Suzuki
Conan Doyle Detective Agency




