Features of a formal email

Learning objective

We are learning to identify features and format an email to a specified standard.
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800 Manchester Hilton Deansgate Information "
Send | 0 Lu @ & § [& Options.. HTML v @- (7]
- Draft autosaved at: 13:54
To... manager@IT_trainingcentre.eu
Ce... 2
Subject: Manchester Hilton Deansgate Information

Attached:

@H Iton Deansgate Manchest~1.html (122 KB) % ; (%] Map Manchester Hilton.png (19 KB} X
Tahoma v[0w|B I U i = &&= w. A- v i3
Dear Sir/Madam,

The website home page saved as html (attached)
Additional informal requested:

The Home page address of the Manchester Hilton
hittp: //www3. hilton.com/en/hotels/united-kingdom/hilton-manchester-deansgate-MANDGHIfindex. hitml

The Opening times of the Podium Restaurant.

MONDAY 6:30 am - 11:00 pm > <I_

TUESDAY 6:30 am - 11:00 pm
WEDMESDAY 6:30 am - 11:00 pm
THURSDAY 6:30 am - 11:00 pm
FRIDAY 6:30 am - 11:00 pm
SATURDAY 7:00 am - 10:00 pm
SUNDAY 7:00 am - 10:00 pm J

=Kind regards,

George Wells

To... Include the email address of the recipient.

Subject: This is the main subject of the email and what it is about.

Any attached documents.

Dear... addressed to the person, or Sir/Madam if you don’t know their name.
A short introduction that gives the topic and purpose of the email.

The main body or content of the email.

Formal conclusion to the email.

Your name in full



