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What is an email ? 

 Electronic mail (email or e-mail) is a method of 

exchanging messages ("mail") between people using 

electronic devices 

Internet 

sender receiver 



Things that need to send an email 

 Device (computer / laptop/ tab / mobile phones) 

 Internet 

 Email address which registered in any email service like 

Gmail, yahoo etc. .. 

 abc@gmail.com 

 xyz@yahoo.com 

 

 

mailto:abc@gmail.com
mailto:xyz@yahoo.com


Email format 



Email format sample 





Activity 

 Imagine you are the secretary of English Literary Association. You have 

planned to organize an English Camp in your school. Write an email to the 

director of English in your area asking permission to hold it. 

 

 Imagine you are the sports captain of your school. Your school has been given 

sports equipment by provincial educational department in your area. Write an 

email to thank for the equipment. 

 

 Imagine you are the secretary of English Literary Association. You are lack of 

an audio player and you have to face lots of problems without having this. 

Write an email to Director of English in your area, requesting an audio player.  


