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ROWAN UNIVERSITY

● Avoid using certain internet slang (totes, facepalm, etc.), text language (lol, brb, etc.), emojis, and
distracting fonts that may portray an unprofessional image.
● Lastly, is necessary to use correct spelling, grammar, and punctuation throughout the email.

➔ To check for this, re-read the email before you send it, use spell check, and consider reading the
email aloud or having a friend look it over before sending it.

➔ Avoid emailing them at unreasonable hours (outside of business hours).
➔ Give professors a decent amount of time to respon. This usually ranges from (24 to48

hours)before sending additional emails.
● End with professional salutations. E.g Sincerly, Thanks

EMAIL STRUCTURE
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