
Easy Formal Letter Writing for Class 5 - Email Format

Subject: [State the Subject of the Email]

Dear [Recipient's Name],

I hope this email finds you in good health and high spirits. I am writing this email to [state the
reason for writing the email].

[Provide details about the main point of the email]. This is important because [explain why it is
important]. Additionally, I would like to request [state the specific request or action you want the
recipient to take].

[Provide any additional information or details related to the main point of the email].

Thank you for your time and consideration in this matter. Please let me know if you have any
questions or require further information.

Sincerely,

[Your Name]

[Your Contact Information, including email and phone number if necessary]


