EMAIL ETIQUETTE FOR STUDENTS

UNDERSTADING PARTS OF AN EMAIL:

e TO: Type in the email
address of the individual
the message is intended
{o]

CC (Carbon Copy): Use this
to add individuals who
need a copy of this email.

BBC (Blind Carbon Copy):
Use this when you want
another individual to get
a copy of the email and
only they know they get a

copy.

rv. 8/2023

B2 UNIVERSITY CAREER CENTER

Careers@utep.edu

Freshman Résumé Review - Miner Pete
Good morning Career Center Team,

My name is Miner Pete, | am a student at UTEP.
I would like to request a freshman résumé review.

| have attached a copy of my resume to this email.

Thank you in advance for your help!
Best regards,

Paydirt Pete

IN OFFICE & VIRTUAL
915-747-5640 | careers@utep.edu
Union West 103

@utepcareers

00 Xmm [reretweren]

e SUBJECT: Input a clear

subject line. Keep it short
and simple, but not
vague. Include your
name, class and what the
email is specifically
regarding in the subject.

BODY OF THE EMAIL:
Include a greeting like you
would a letter, try to keep
emails brief, use complete
sentences, double check
spelling/grammar/punctua
tion, use professional font,
and give a proper
salutation that matches
the message of the email.




GOOD VS BAD EMAIL EXAMPLES:

John.Doe@utep.edu

Paydirt Pete: Assignment #5 (ID: 80543210)

Good morning Dr. Doe,

My name is Paydirt Pete and | am in your CHEM 1305 MWF 9:00 AM - 10:00
AM class.

| am emailing in regards to assignment #5. | have a couple of questions about
some of the equations. May | come by during your office hours at 11:00 AM
tomorrow to discuss these questions? If another time would work better for
you, please let me know and I will reschedule.

Thank you in advance for your response and your help.

Respectfully,
Paydirt Pete (ID: 80543210)

John.Doe@utep.edu

assignment

| can't find the assignment u gave in class :(

Can you send me a new copy? TNX!

CUTMRW

*With information from NDSU




