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An Email to my Sales Team
Elements of an Email
Subject Line
An effective email should comprise the following four components. First is the subject line, which is the most important part. This part is usually the deciding factor as to whether the recipient reads your message or not (Cardon, 2014). The subject should be truthful and tempt the recipient into desiring to understand more about the details. Therefore, it is important to create an aspect of mystery while remaining focused on the point.
Salutation 
The salutation represents the beginning of the email message (Cardon, 2014). In this part, the sender sets the tone to convince the reader to continue reading the message. Here, the sender must try as much as possible to avoid being unprofessional, too impersonal, or too formal to avoid creating an adverse attitude in the recipient. 
The Body
The bit in the middle represents the part that carries the message intended to the recipients. When writing an email, one must avoid long and waffling emails because they may easily discourage the reader (Cardon, 2014). For instance, assume your recipients open their emails only to find a page-long essay. How many of them do you think would go through the message to the end? The sender must understand that no one has the time or is under the impression of reading a "life story." Therefore, one must be concise and keep the message short. The purpose of the email should be clear to the recipient.
The End
According to Cardon (2014), the ending of the email is equally important as the beginning. This is the part where the sender tells the recipients what he needs them to do. However, it is crucial that one avoids using a commanding voice to create a rapport with the reader and drive the point home.
What One Should Bear in Mind when Writing the Email?
When writing an email, it is important that the sender upholds the formal structuring of sentences. This includes avoiding the use of passive voice, which in most cases turns out to be less convincing and ineffective in communicating the right message. Second, the sender should avoid grammatical and spelling mistakes, which could ruin the reader's motivation and negatively affect his or her impression of the sender’s personal attributes. The tone should be formal, but the sender should incorporate friendly language to make the message more effective.
Huge Paragraphs?
An email should not be structured using one huge paragraph. This is because most readers would build a negative impression with such a message and reduce the chances of them reading it to the end. If possible, the sender should summarize the body into small paragraphs and make the overall content short, concise, and informative.
Sample Email to the Team
Subject: Prepare for a 2nd Better Bed to Sell in the New Year Alongside the Old-Version E-MAGINE Bed
Hi team, I hope this email finds you in good health. I wish to take this opportunity to address you concerning several changes that we should expect in the coming new year concerning our sales activities.
For the past years, we have done an exemplary job in increasing and maintaining the company's bed sales. However, a time has come when our management will be launching a new and better bed into the market to retain its competitive advantage in the hospital bed market. Consequently, the sales department will be required to promote this new bed beginning the next new year. This means that we all should brace ourselves for the task ahead to ensure we perform even beyond the management's expectations. In addition to this, I would like to inform you that we will continue selling the old version until it is sold out. This means that the management will assign us a higher sales goal.
To this point, I believe I have communicated everything important for our department and the work ahead of us. I look forward to hearing your thoughts on how we can move forward together in realizing our departmental sales goals.
Thank you.
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