
WRITING AN EMAIL TO SOMEONE YOU HAVE NEVER MET

Beginning your email with a greeting is another important aspect of writing an email. If you are emailing someone you
have never met before.

Include a link to your published work or relevant accomplishments and a brief explanation of them. Nothing
sets off my red flags quicker than an email with no name, a majorly misspelled name or an abbreviation. Can
you give me your advice? Your subject line should be quick and to-the-point try to keep it at 30 characters
maximum so it reads easily on a mobile device. Mind your file sizes: Ask before attaching large or high-res
files. One grammar or spelling error could make you look unprofessional and hurt your chances of receiving a
response. Many of those interactions start with email communication. It is time to make your request! In the
21st century, chances are you've "met" and interacted with many business and personal contacts without ever
seeing their faces. The best thing to remember is that this is also your first chance to show you appreciate
someone by taking the time to use their full name spelled correctly â€” no abbreviations or nicknames and the
correct formality. If so, can you send: Xxxx Yyyy If there is a hard deadline for a response to this email, make
sure you include it. It can also be useful for composing an eye-catching subject line. Step 3: Get to the point If
you got her email from a mutual connection, mention this now. Make sure you contact them in advance, so
they have a reasonable amount of time to fulfill your request. Have you ever met the person you are writing?
Let's start with that subject line. Keep your message short and to the point. Let me know if you have 30
minutes of time in the next three weeks. If your request arrives as they are heading out for after work drinks on
a Friday night, chances are they will glance at the email on their phone and immediately forget about it. I was
excited to see you started a site of your own. Response: Amy, thanks so much for your email, and
congratulations on your new blog. So it means a slower response, but a better one. Smith," but you can also
leave off the "Dear" and just type "Mr. If you're not sure of the person's gender, don't guess; instead, use the
person's first and last name. People get a lot of spam in their inboxes, so if you have a personal or business
connection, it may be a good idea to mention it in the subject line. Many people won't get past the first line of
the email if they assume it's junk mail; likewise, some people read their emails on mobile devices, which
sometimes show just the first line of the email when the emails are viewed in list format.


