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Got your e-mail. Sorry to hear about your problems at work. I think  you work 

very hard. You shouldn't

work 9/10 hours every day. Why don't you ask your 

boss for some help? You should tell him that you are not happy. I think you 

should ask him for more money or look for another job. Why don't you have

a holiday and think about it? Tell me what happens.

In an informal e-mail, you can leave out some words (e.g. /, is, are).

E-mails are usually short, and can be formal or informal.

Just your first name or even just your initial.

To:   

From: silvia.poupeau@gmail.com

Date: 

Subject

After 'subject', say what your e-mail is about in two or three words.  'Re :'shows that the e-mail is a reply

.

Beginnings: 

Use 

Dear 

... if you haven't met the person you are writing to.

Other informal beginnings are 

Hello, John o

r just 

John.

Silvia

Salutation

Endings

:

Let’s remember some tips to write an e-mail


