
How to write a Polite and Professional email  

Write a proper email to your teacher 

 

The importance of writing a polite, professional email 

- You appear to be a serious and hard-working student 

- You will appear to be a serious and hardworking employee in your future career. 

  

1. Write a clear subject line. 

The subject line must say who you are and why you're sending the message. Include your name. 

Include the name of the class. If you are emailing about a specific assignment, write the title of 

that assignment. Be clear and precise. 

2. Greetings: Address your teacher formally. 

Start with "Dear Mrs. Smith", "Hello Mr. Smith," or just "Ms. Smith," or “Hello 

teacher/professor,”. Feel free to be a bit more casual if you know your teacher especially well.  

Do not simply begin with "Hey," or "Hello." Do not call your teacher by his or her first name 

unless he/she has asked you to do so. 

3. Get to the point: keep it short and simple. 

Your teacher has a lot of emails to read and does not have time to read a book-length email 

from every student. 

Be straightforward. Begin by explaining why you're sending the email. Ask any questions that 

you need to ask. 

Ask direct, specific questions. Your teacher cannot read your mind. You need to be clear when 

you ask a question. 

 The first line of your email (after "Dear Mr. So-and-So,") might be: I'm emailing to ask 

you about the homework that you assigned for this Monday. It might be, "I was hoping 

to ask for an extension on the big research paper." 

 If you are asking for a favor or a letter or recommendation, then you may want to flatter 

the teacher a bit. Play up the positive aspects of your relationship with a given teacher. 

However, if you are apologizing or trying to recover from a mistake, you should 

probably keep your tone respectful and to-the-point. 

 

  



4. Use formal language and proper grammar. 

Make sure that your message is well-written and grammatically correct. It's important to make 

a good impression, especially if you're asking for a favor. You might get a bit more casual with 

your language if you're on good terms with the teacher. If things are tense, you should use a 

formal tone.  

Do not use emojis or chat acronyms in your message, even if your teacher is laid-back and 

casual – and even if your teacher uses emojis herself/himself! 

Do not write in all capitalized letters.  

IF YOU WRITE LIKE THIS, IT SOUNDS LIKE YOU'RE YELLING AT ME! 

Do not use multiple exclamation points or question marks. One is enough. 

If you use multiple exclamation points, it sounds like you're yelling at me!!!!!!!!!!!!!!!!!!! 

Write proper sentences with subjects, verbs, correct punctuation, and correct spelling. 

Always be Polite 

Use "please": "Can you please check my grade?" 

Use "thank you" : "Thank you for helping me." 

 

5. End the email.  

Thank your teacher for reading the email, and sign your name in a formal way. Before your 

name, write "Thank you," "Regards," "Best," “Sincerely,” "Much obliged," or another 

traditional and respectful closing. Write your full name and the name of your class on the line 

below the closing words. For instance: Thank you. Sincerely, Jane Doe, 2nde 2. 

6. Send the email and be patient when waiting for a reply. 

 Before you send the email: Make sure that the address is entered correctly. Check that 

you've said everything that you need to say. Read it over. Consider running a spell-

check before you click "Send.". If the issue is touchy or the email is long, ask someone 

else to proofread it, too. Ask the person if your reader would be offended by such an 

email, if it were directed at him or her. Make any changes necessary, and send to your 

professor. Once you have sent the email, check the "Sent" box to be sure that the 

message went through. 

 Be patient. Teachers are often busy people, and you should not expect an immediate 

response. If your concern is very complicated, or not very urgent, then you might be 

waiting for a few days. It might take your teacher longer to respond if you send your 

email over the weekend or during a holiday.  



 Try to figure it out on your own. If you're emailing your teacher with a question about 

the course material, look for another source. Refer to the Internet, a textbook, a library, 

or a classmate. 

 If your teacher takes a long time to respond, avoid sending follow-up emails unless 

absolutely necessary. Wait to speak with your teacher in person, if possible. 

 Send a follow-up email if you have an urgent question that you can't otherwise resolve. 

Be brief and polite. Acknowledge the first email, explain why you need to know the 

answer as soon as possible, and say, "I just wanted to check back with you in case you 

didn't get my first email!" Do not send more than one follow-up email. 

 Unless your problem is urgent, avoid emailing your teacher on the weekends or over 

the holidays. Teachers spend almost every day with their students, so respect the fact 

that they might need some time apart from their school and their pupils. 

 If it is a homework problem, write "ASAP" (as soon as possible) or "Urgent" in the 

subject bar. Be aware that some email spam filters will flag messages with all-caps 

subject lines. 

 Only email your teacher for school-related purposes. 

 Never write anything that could be considered inappropriate in an email to your 

teacher. Remember: this is your teacher's job, and any email that you send to a school 

account is subject to review by the school authorities. 

 Use an appropriate font: Ariel, Calibri, and Times New Roman are good. 

 Use your academic account /a proper email address: by using your school account, 

you'll have a better chance of avoiding the spam filter, or of having your professor skip 

over your email because it's from an unknown address. 

 

 Make sure email is really the best way to communicate your issue. Email is often 

much more time-consuming than an in-person conversation. It generally takes longer to 

compose word-processed text than to say it. 

 

 If you are emailing with a problem, suggest a solution.  
 

 Send attachments if necessary. If your email is regarding an assignment or article, 

attach the document or include the link in your email. This way your professor does not 

have to hunt around for it. You can also attach screenshots of any problems that you are 

having with online computer software. 

 Name your attached files properly:  

o Avoid generic titles. Avoid “resume.doc”, “letter.pdf”, “draft.odt”, unless you 

want the recipient to save over your file with someone else’s. With a generic file 



name, there will be no way to distinguish it from all the other files with the same 

name.  

o Use your name. Choose a file name that includes your name. This way the 

recipient will know whose file it is and it will be easier for him/her to track and 

manage it. It’s also less likely that he/she’ll lose it, or get your materials confused 

with someone else’s. For instance: JaneDoeCoverLetter.doc, 

JohnSmithResume.pdf, ElizabethMerryFairyTale.odt.  

o Go beyond just your name (maybe). You might choose to provide a bit more 

detail in the title than simply your name. You can also include the title of the 

position in your document name for your resume and cover letter for example. 

 Once a reply has been received, acknowledge it. A simple "Thank you" may be enough. 

If necessary, write a more extensive email using these same guidelines to achieve a 

professional effect. If the case is not being adequately resolved by email, then ask for an 

appointment to meet in person. 
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