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T0 COMMUNICATE
INFORMALLY AND
EFFECTIVELY

KEY FEATURES

GREETING CLEAR FHIENDLY
PURPOSE TONE

000

PARAGRAPHS  CLOSING  giN oFF
REMARKS

D26

Hi James, 4o ask if you could
oure W [ T'm emailing * TENSES USED

iy : with the science ProJec s

L) eriment we need ©© % PRESENT SIMPLE

e about the exp et after s schoo for general statements
I'm not sur dering if we could mee and facts
n
and 1 was WO h it together- PRESENT CONTINUOUS

for actions happening
now or around now

PRESENT PERFECT

for experiences
or results

PAST SIMPLE

for past events
or actions

FUTURE (WILL)

for plans or offers

. DONT X

Be clear and polite € Use slang or
text abbreviations

Write in ALL CAPS
Be too vague

understand it better.

0 Use paragraphs

@ Get to the point

o Check spelling
and grammar Forget the subject

End with a friendly Send without
sign off proofreading
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