From:
Your e-mail address
To: 
The name or names of those to whom you are sending the e-mail

Cc: 
The names of those who will receive courtesy copies

Subject: 
A few words that reflect the purpose and content of the e-mail
An e-mail is like a phone call in that you should respond within a day or two. Try to keep the body of an e-mail short, one screen if possible. Use correct grammar and punctuation. Also, do not take unorthodox shortcuts: follow standard rules for capitalization, and do not abbreviate unnecessarily. Keep information short and to the point. Also, don’t press the send button if you have any doubts about your message. If you feel unsure, either save your message as a draft or make a phone call.

