
Name:   Emailing 

Drafting an Email 

 

 
List any attachment here: 

Task 

Use the template below to draft an 

email. If you will use any features 

such as ‘High Importance’ or the 

‘Spell Checker’ circled the icons.  

Remember to include the following: 

 Recipients – Who it is to, including CC 

 A Title – This goes in the subject box 

 Attachments – These are documents added to the email  

 Main Message – Draft out the message for the recipient(s) 


