St. Peter's College
Email Etiquette

Before you send an email to your teacher check:

W/ That you are using your SPC email account
v/ That you have the correct email for your teacher

o |—— Inthe'to' box, type in your teachers email Bec

cc —— CCmeans 'carbon copy'. You can write in the emails of
. anyone else who should receive the same email
Add a subject
\ In the subject box, type in the title of your email. You
must always include a subject line.

In the large area, write your message to your teacher. Greet
them, say what you need to say, and sign off appropriately
with your names. Emails to teachers are more formal than

emails to friends.
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