
 

 

 

LESSON 01 : 

How to write an email 

 

 

At a minimum, a formal email should contain all of the following elements: 

1. Subject line. Be specific, but concise. ... 

2. Salutation. Address the recipient by name, if possible. ... 

3. Body text. This section explains the main message of the email. ... 

4. Signature. Your email closing should be formal, not informal. 

 

 

 

 

 

 

 

 

 

 

 

LESSON 02 : 

Types of emails 
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LESSON 03 : 

WELCOME EMAILS 

 

 

A welcome email is the first impression a company makes with a new 

customer, blog subscriber, or newsletter subscriber via email. Welcome 

emails can deliver videos, special offers, a sign-up form, or just a friendly 

hello to establish a relationship with a new contact. 

 

 

 

 

 

 

 

 

 

 

LESSON 04 : 

IDIOMS 

 

 

Idioms are word combinations with a different meaning than the literal definition of 

each word or phrase 

  

 

 


