The manner in which you communicate and present
yourself contributes to your level of seriousness and
professionalism and may also affect future interactions
with the lecturer. It is in your best interest to be respectful,
polite, and courteous.

An email to a
lecturer is a
professional

interaction.

Begin by
addressing the
lecturer by title and
name, followed by
a nice salutation.

Subject :
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Re-read your
text message
before you send it to
ensure its content is
relevant, to the point
and appropriate.

Structure your

message
appropriately.
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When in doubt,
run your message
through a spelling
and grammar
check.

Do not
shorten or
abbreviate
words.

correct

spelling and
proper

grammar.

appropriate
language
(avoid slang).



