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Introduction

This is a learning as well as an exam preparation video.
At the end of the video are practice assignments for you to attempt. 
Please go to www.eastpoint.intemass.com/ or click on the link at 
the bottom of this video to do the assignments for this topic.



Chapter 13: E-mail Writing



An e-mail is the fastest way to communicate in writing. The 
word e-mail simply means electronic mail,
which we send across the Internet or other computer 
networks. An e-mail can be sent from a computer or
from a smartphone which has access to the Internet.

Chapter 13: E-mail Writing
What is an E-mail?



• An e-mail is sent using an account which stores all your 
sent and received messages online.
• E-mail accounts can be created with e-mail service 
providers such as Gmail, Yahoo! and AOL.
• Most of these service providers do not charge you to 
create an email account.
• An e-mail account is operated through a personal e-mail 
address (e.g. abc@xyz.com ) which can be accessed only 
with a password (a series of letters or numbers).
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Some Facts about E-mail



• Your password is a secret and should never be shared with 
anyone!

• You can send written messages, photos, videos and audio 
files through e-mail.
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Most e-mail service providers allow users to customise their 
online profiles. Each user can choose from a variety of 
themes and set their preferences. It is similar to setting 
themes on your computer.

An e-mail looks like a letter except that it is not handwritten. 
Let us examine the differences between a letter and an e-
mail.
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What does an E-mail Look Like?
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An e-mail consists of two main sections:

• The header
• The body
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Components of an E-mail



The following fields are part of the header:

• The To field
• The Cc field
• The Bcc field
• The Subject line
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The body of the e-mail consists of an introductory 
paragraph and a short description in writing. It consists of

• A salutation
• An opening sentence
• The information in detail
• Closing line
• Signature line
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Components of an E-mail



An e-mail can be formal or informal. Let us read a few 
samples.
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1. You may now proceed to try out the exam preparation 
assignments.

2.  ALL assignments will be marked and feedback will 
be given.

3. Should you need to speak to one of our tutors send 
your email to  administration@intemass.com

4. Please proceed to  the link 
www.eastpoint.intemass.com at the bottom of this 
video to commence with your practice.

Practice Assignments, Exam Prep Assignments for 
The CBSE  Business Studies

http://www.intemass.com/


Please click subscribe to our video if you 
find the content useful.

ALL THE BEST WITH YOUR ASSIGNMENTS


