Department of Tourism IE MTU

Ollscoil Telcneolauochta na Mumhan

& Hospitality

()

(] in emails -

shouting!

M

person you are sending the email to
C\ espect — refrain from bad mouthing
\ staff or other students in your email.

@ Don't send an email when you are
emotionally charged. Wait 24 hours
before responding to an email if you are upset
or save to drafts and think twice e.g. if you have
received results in your exams and you are not
happy about them.

Hoint. . Only correspond using your student email
address and not a personal address.

=

ed to be made,

@ Students should only contact staff through their
official email address and not through social
media or a personal email address.

U ’mail starts to appear like an essay (i.e. a very
ong email) then stop! This is not the appropriate

medium for Communicating, and perhaps a i SAMPLE EMAIL (Student to Lecturer)
conversation is more appropriate o

®e ee e e e ¢ ¢

To: mary.reilly@cit.ie
CC: Ask yourself the question - does anyone else really
need to be copied on this email?

I ' Subject: Be brief but give the appropriate subject matter here
!44_.;-,__.(-‘75..’-1 :'- d oram

DY

Be factual in your request for informatio B
or when respo ng toanemail.

i

. Re: Make clear what the subject matter of your email is here
y. Only write what you would

ace or what you would Dear Mr/Ms/Dr/Professor (insert professional salutation as

iy

anyone in MTU to read. appropriate followed by the recipient’s surname)
O i text abbreviations and slang (e.g. Tks, gr8, ye +  Keep the email brief and use a professional tone.
+  Use bullet points if you need to make multiple points.
.,_o not send a query to multiple people, o - The email should be friendly, respectful and polite in tone

Be factual and get to the point quickly
Ensure you avoid text abbreviations and slang which is not
suitable in an email.

~ multiple people unless necessa

@ Be realisticin yo
~your email.

Many thanks

Regards

@

Tom Smith
BBUS in Hospitality Management Year 3 Student
R0002056778

NB. Have you proof read your email before pressing send
(including spelling & grammar checking)?



