
 

 

Email 

Electronic mail or email (/ˈiːmeɪl/) is a form of remote communication that allows 

people to send messages between two electronic devices. Ray Tomlinson is said 

to be the creator of email; in 1971, he developed a system that linked users across 

different hosts on the ARPANET, an early form of the internet, allowing them to 

send messages to each other. Originally only allowing for text communication, 

email was extended by the Multipurpose Internet Mail Extensions to include 

various forms of media (Klensin). 

 

Parts of an email message 

The appearance of an email has changed over time, and currently takes on various 

appearances depending on your email service provider (examples include 

Google, AOL, and Hotmail). Despite this, there are many commonalities between 

most emails. 

Headers 

Subject 

The subject of an email is where email composers can put a brief description of the 

message’s content. This is typically brief, yet descriptive, and is considered 

essential to the email—many email service providers will generate a prompt if a 

composer has left the subject blank informing them that they have done so. 

Sender (From) 

This is the sender’s email address (see Email address). This informs the recipient 

who has sent them the email.  

 

Date and time received 

Emails include date and time stamps of when they arrive in the recipient’s email 

inbox (see Email folders). This is to help the recipient keep track of which emails 

are the most recent and which emails are potentially outdated. 

Reply-to 



 

 

“Reply-to” provides the email that will receive any replies (see Email responses) 

to a given email. This is not necessarily the same as the sender (from). 

Recipient (To:) 

The recipient is the email address or configured (by the sender) first and last name 

of the person receiving the email. There can be multiple recipients or carbon 

copies, a term borrowing its name from the carbon copying, an anachronistic 

form of making copies of written text, which refers to people who the sender wishes 

to see the email but not necessarily who the content of the email is intended for. 

Attachments 

Attachments are downloaded files included with an email. They can be any type of 

file and can either be listed underneath the headers as Hyperlinks or inserted 

directly into the email’s body. 

Body 

The body of an email is where the sender puts any text, inserts any photo or 

graphical attachments, and fulfills the general purpose of sending the email. The 

body does not necessarily need to be filled but is generally considered the email on 

its own. 

 

Email address 

An email address is what identifies and differentiates senders and recipients. All 

emails involve at least one email address. Senders can send emails directly to 

themselves (sometimes used in lieu of other reminder systems) or to one or more 

recipients. All emails follow a general format: username@domain. 

Ex: hotgirlholly99@hotmail.com 

            Username                                                                     Domain 

                                      @   

The username is typically created by the person creating the email address or by an 

organization that uses an email hosting service. The “@” connects the username 



 

 

to the domain. The domain is the website where users access the email service, 

hosted by the email service provider (ex: an email ending with “@aol.com” would 

originate from a user on AOL).  

 

Email responses 

Email service providers give email users many actions that they can use in 

response when receiving an email. “Response” does not necessarily mean replying 

to the sender but does include reply. 

Reply 

The reply function is used to type an email in response to the sender. This allows 

the recipient to start an email thread, or a chain of emails stored in one location 

displayed in chronological order. This reply will be sent to the sender only. 

Reply all 

Since emails sometimes have multiple recipients, reply all allows recipients to send 

replies to the sender and all other recipients. This is commonly used if the reply is 

relevant to all the recipients and not just the sender. 

Forward 

The forward response allows a recipient to send an email they have received to 

another email user who does not have to be included in the original email’s 

recipients. This is forwarded email sends all the information included in the original 

email from the original sender and recipients to the email’s subject and body. 

 

Delete 

Delete sends any email to the deleted items folder. 

Mark as read/unread 

Mark as read and mark as unread are two related responses that allow email users 

to mark an email as read or unread without opening the email. This is useful for 



 

 

clearing out inboxes that have excessive amounts of unread emails, or for marking 

an important email as unread so that it remains flagged in an email user’s inbox. 

 

Email conventions 

Emails are most commonly used in professional settings and, because of this, there 

are conventions for how to properly compose emails. 

Greetings/introductions 

It is atypical, and sometimes considered impolite, to begin an email without a 

greeting. Starting with some sort of greeting followed by the recipient’s name is 

commonplace. Examples include: Dear, To, Hello (followed by a name). If someone 

is sending an email to a professor, it could begin as “Dear Professor,”. 

Body 

The body of an email is where the information being communicated is found. It 

seems to be most effective if emails are short, concise, and direct. Large bodies of 

text can be overwhelming, and busier individuals tend to gloss over them entirely. 

Ending an email 

Much like greetings, it is unconventional to end an email without including an 

ending line saying your name and a typical “goodbye”. These include: Best, 

Sincerely, From, Thanks, and more. If someone named Billy Bob is sending an 

email and they are ready to finish it and send it, it would likely be ended by 

something resembling “From, Bobby”. Much like greetings, in business settings, it is 

considered impolite or unprofessional to end an email without signing off like this. 
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