Email template
An email is a business document and therefore should be laid out professionally.

A good layout is to start

Dear Sir/Madam/Person’s name

And to finish with 

Yours sincerely/faithfully or becoming quite common Regards

Name

Title

Address Line 1 (Belfast Metropolitan College)

Address Line 2 (Department Name)

Address Line 3 (Campus)

Address Line 4 (Street)

Address Line 5 (City)
Address Line 6 (Postcode)

Telephone Number (switchboard/extn)

Fax Number 

Mobile Phone

Email address

Home Website address

