Email

Electronic Correspondence & Communication Record

CORRESPONDENCE
TYPE

What is an Email in Project Correspondence?
An Email is a digital form of formal or semi-formal correspondence used to communicate information,

instructions, queries, or decisions between project stakeholders. When used in a professional or
contractual context, emails carry the same weight as written letters and must be properly documented and

archived.
Document Code: EML-XXXX
From: Sender's email address and name
To: Primary recipient(s)
cc: Copied recipients (for awareness)
BCC: Blind-copied recipients (confidential)
Subject: Clear, descriptive subject line
Date & Time: Automatically recorded by email system
Attachments: Referenced documents or files

Key Elements of a Formal Email

 Professional Subject Line — Specific and searchable

» Formal Salutation — Appropriate greeting for the recipient

 Clear Body — Purpose stated in the first paragraph

 Action Required — EXxplicit requests or deadlines highlighted

e Attachments Reference — Mentioned in the body text

* Professional Sign-off — Name, title, and contact details in signature

* Email Thread Management — Reply-all etiquette and thread preservation




Best Practices

» Use a professional email address associated with the organisation

» Keep subject lines under 60 characters for clarity

* Archive project-related emails in a structured folder system

« Avoid using email for sensitive contractual decisions without follow-up letters

« Acknowledge receipt of important emails within 24 hours
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