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· If it is your first time emailing them, address the person with their title and surname (e.g. Dr/ Miss/ Mr ___ etc.).
· If you have emailed them before and they have responded using their first name, you can address them at the start of the email using their first name from then onwards.
· Try to communicate your points clearly, considering how you would receive and understand the information if you were in their position.
· If you struggle to put yourself in their shoes, try to relate it to a time where you have received an email and understood what they meant by the message. What did they do that made you understand it clearer? Can you use that as a template for what you want to write?
· Ask someone who has experience writing professional emails to help you, then use what they said as a template/ guidance for future emails.
· If you are anxious about sending it, you could get someone who has experience writing professional emails to proofread what you have written to advise you (or improve your confidence in what you have written).
· End the email with a sign off, like “Best wishes,”, and then write your name. If it is the first time you are talking to them, use your first and surname. If you are on a first name basis (if you have emailed them before and either they addressed you with your first name or they signed off the previous email using their first name), you can just use your first name.
· Do not use emojis, text abbreviations or informal punctuation (like # or multiple !).
· Do not use language that they would not understand. Unless you are emailing a specialist in your given field, do not use technical language that they may not comprehend. 
· Structurally, begin with addressing them (e.g. Dr/ Miss/ Mr ___ etc.). If it is your first time emailing them, you could briefly explain who you are (e.g. a first/ second/ third/final year undergraduate at _____ University, studying _____), if you have emailed them before or this feels irrelevant, you do not have to do this. Then briefly explain why you are emailing them, for example the issue that you are having. Then explain what you need from them (be polite in this, asking for their help rather than demanding or presuming they have time to support you). Express your gratitude if they can help, and understanding if they cannot. End by signing off.
· If you feel that you cannot convey your message through writing it down, you could ask them for a quick meeting instead, so that you can discuss it. 
· Do not worry about it being perfect. Professional individuals are still human and will not judge you for any mistakes!
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