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Professional Email Etiquette
Emailing your professor is different from emailing a friend, parent, or colleague. You want to be concise and professional when you contact your professor. This is a breakdown of each part that you should include when sending an email to your professor.
SUBJECT LINE: ENGC 1101-01 Question about essay length requirement 
Include your class and section number in the subject line of the email. This lets your professor know that this is an inquiry from a student, and which class that student is in. Many professors consider student emails high-priority, so including this information makes it more likely you will receive a timely response. In addition to the class and section, briefly describe your reason for emailing in the subject line. This helps prevent your email from getting lost in your professor's inbox.
Dear Professor Smith, 
Start your email with "Dear" or "Hello" followed by your instructor's name. Instructors will usually specify in their syllabus what you should call them, but if you cannot find this information, "Professor [Lastname]" is usually a safe bet.
I hope you are doing well!
This is for courtesy, and it is more important than you think! Your professor is a person too, and a polite greeting before going into your reason for emailing can go a long way.
I’m reaching out to ask about the length requirement for Essay 1. The syllabus says that the essay must be 4 pages, but the handout says that it should be 5 pages. Which of these should I be aiming for?
This is where you describe your reason for emailing. Be as clear as possible in your inquiry; professors cannot read your mind. Email is a more formal mode of communication than texting, so use proper grammar and spelling to the best of your ability.
Thank you for your time!
Sincerely,
Jane Doe
ENGC 1101-01
Sign off with “Sincerely,” “Best regards,” or “Thanks,” followed by your name and class section. As your professors get to know you, your full name and class number may not be as necessary each time. It’s generally a good idea to set up a signature in Outlook that includes this information, so you don’t need to manually type it every time.
image1.png
€

NORMANDALE | Writing Center

COMMUNITY COLLEGE




