
Polite Email Requests

1. Writing Polite Email

As computers and the Internet become more and more part of our daily lives, you will
send email more and more.  Email is very similar to a traditional letter, but there are some
differences.

As you get older and begin to expand your horizons, you will want to get information
about schools, programs and other things that are important to you.  Email is a very
convenient way to do this easily and quickly.  However, it is important that you do this
politely and follow a few simple rules.  Here is an explanation for one way to send a polite
email request to get information.

A.  Subject Headers

When you send email, you always need to begin with a Subject Header.  This tells the
recipient what the email message is about.  When they read the subject header, they should
get a basic idea of what the email is about.  The Subject Header should be simple and easy
to understand.  Subject headers should be capitalized like titles.  Do not write sentences.

Good
This Week’s Homework Assignment
Tomorrow’s Quiz
Admissions Application Form

Poor
Hello!
This is Diego
Homework

B.  Greeting

At the beginning of a letter, you always begin with “Dear Mr. Smith.”  In email, it is not
always necessary to begin with this kind of greeting.  Here are some simple rules:

Dear Mr. Smith

1. If you know the name of the person and you don’t know this
person very well.

2. If the email is more formal or to a person of higher status,
like a professor.

(Nothing)
3. If you don’t know the name of the person.
4. If you know the person well, like a friend.

Do you need a greeting if you send email to the following people.

1. _____ the principal

2. _____ a coworker

3. _____ a friend

4. _____ your new boss

5. _____ a person working at a company

6. _____ your parents

7. _____ the admissions director

8. _____ someone in the admissions office



C.  Introduction

If you are writing to someone you don’t know well or a teacher who might not recognize your
name, begin by introducing yourself.  Who are you?  How does the reader know you? 
Who do you represent?

It is important to give enough information, but not too much.  Also, it is important to use the
right words and phrases.  Does the reader know you?  Have you ever met?

Match the introduction with the recipient.  What information do you need?

1. _______ student in a new class

2. _______ a new TUJ teacher

3. _______ main campus teacher

4. _______ Grammar Planet user

5. _______ Aoyama Univ. professor

6. _______ recruiter for a new job

7. _______ book publisher

      My name is Luther Killebrew and I am...

a. ... an instructor at the Tokyo campus.

b. ...an EAP instructor at TUJ.

c. ...the instructor for the College Prep course.

d. ...the author of several ESL manuscripts.

e. ...a new instructor with the AEP program.

f. ...the developer of Mr. K’s Grammar Planet.

g. ...am interested in teaching at your school.

.
D.  Background Information

Sometimes it is necessary to give background information so the reader can understand
why you are making this request.  The background information usually comes before the
request, but sometimes can come after the request.

My name is Luther Killebrew, and I teach ESL at Mid-Pacific Institute in Honolulu.  I saw
your product on your Web page and I am very interested in purchasing it.  However, I
would like to get a little more information before I do.

My name is Taro Suzuki, and I am a student in your 2nd period Algebra 1 class.  I am
doing my homework now, but I am a little confused about how to do it.

E.  Request

After you introduce yourself, and give the necessary background information, make your
request.  Tell the reader why you are sending this email.  What is the purpose?  What would
you like them to do?  Always be polite.  There are several good ways to make a polite
request.

Polite

Could I get another copy of this week’s homework?
Would you / Could you send me another copy of this week’s homework?
I would like to receive another copy of this week’s homework.
Would it be possible to receive another copy of this week’s homework.
Would it be possible for you to send me a copy of this week’s homework



F.  Closing

After you make your request, always thank the person for helping you.  There are many
ways to do this, but here are some useful phrases.  The last three (b, c and d) are very
formal.  You should only use them when you need to be very polite.

a.  Thank you for your help.
b.  I appreciate your help with this matter.
c.  Thank you for your attention to this matter.
d.  Thank you in advance for your assistance.

After you thank the recipient, close the email.  There are many ways to do this.  If the email
is informal, just close with your first name.  If it more formal, use your full name.  Sometimes
you need to add your affiliation (group and title) below your name.  If you add more, it
becomes  more formal.  Here is an example of a very formal closing.

Thank you in advance for your assistance.  I look forward to hearing from you soon.

Sincerely,

Luther Killebrew
ESL Instructor
Mid-Pacific Institute

G.  Common Mistakes

Introduction

This is Taro Suzuki.
• This is common in telephone greetings to introduce yourself to

someone you already know, like a friend.
• This is not good in email for two reasons.  First, the reader probably

already knows who you are by the New Email heading.  Also, it is only
used with people you already know and it is very informal.

Request

Send me another copy of tomorrow’s homework.
• This kind of sentence is an order.  If a teacher read this from a

student, they might become very angry because it sounds very rude.

Please send me another copy of tomorrow’s homework.
• Many people think it is ok if you add the word please to the sentence. 

This is not true.  It is still an order.  However, it is ok from a boss to an
employee or maybe a teacher to a student.

I want another copy of tomorrow’s homework.
• This would also seem very rude, like an order.  It is ok to say I need...

if it is a boss to an employee.




