
 

 

  

Put the person’s email address here.  Since you are 
sending it to me, you will use mdenson@madison-
schools.com. 

Make sure you use a short title… no more than five words.  It just needs to be brief and still give the 
receiver an idea of what the email is about.   

Use a greeting or salutation.  Do not forget to capitalize the person’s name as well as the first word.  
One more thing---do not forget that comma.   

This is the body of the email.  Write in complete 
sentences.  Use punctuation and capitalization 
correctly.   

This is the closing.  Make 
sure there is a comma 
after that closing. 

Your name is the signature.  Also, do not forget to use 
capitalization correctly here.  Your name deserves to start 
with a capital letter.    



Use the following template to fill in the parts of an email.  Make sure you use proper email etiquette.  Tell me what you did over 
Spring Break and how you are doing now. In the TO section use my email mdenson@madison-schools.com or tking@madison-
schools.com.  Make sure you use a greeting, a body, a closing like "Sincerely," and a closing (Your Name).  This should be written in 
complete sentences, and it should not be one big run-on sentence. Also, do not forget to add your subject line.  I can not wait to hear 
from you.   


