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Your e-mails are important as it has become one of the main ways to
communicate for business professionals. You have e-mail going out or
incoming from your clients, boss, colleague and your professional
contacts every day.

Writing a proper structured e-mail will improve the quality and image of
you or your company. In this book, we'll take you through the
professional e-mail writing process from start to finish by offering;

9 Essential Structures
9 Common Mistakes
9 Useful Tips

9 Samples of E-Mail

The author is an Executive Personal Assistant (PA) to the Pro Chancellor of
Lincoln University College, Malaysia. He has over 14 years of experience in
administration, operations and office management.

As a Certified Trainer (HRDF) and Certified Professional
Image Consultant (CPIC), he has given many trainings
to the public through workshops and seminars. He also
wrote a book ‘Official Letter Writing Skills - Useful
Guides for Individuals, Graduates, Employees &
Employers’ in 2018.
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