
Writing an Email

Name: 

Step 1: Design Your Bridge

Animals need a way to cross this busy street! Draw a bridge that goes over the busy street. Your bridge should have

two parts. One part should be only for animals that walk slow, like turtles. The other part of the bridge should be for

animals who walk fast or run, like cheetahs.

 

Optional: Add water bowls along the bridge for animals who are thirsty and want to take a break.

 

An engineer designs structures, like buildings and bridges. Imagine you are an engineer who is building a new bridge

for animals to cross. You will design a bridge and write an email to another engineer about your bridge!
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Name: 

Subject Line

Greeting

Topic Sentence 

Body

Concluding Sentence

Closing and Signature

Step 2: Learn How to Write an Email

You will write an email to another engineer about your bridge. Your email will have six parts! Learn about each part

below.

The subject line refers to words that someone sees when they first open their email. The words tell the person

what the email will be about.

Example: Update on the House I built

 

The greeting is a polite and nice way of addressing the person you wrote the email to.

Example: Dear Pablo, Hi Kelsey, Good Morning Steve,

 

The topic sentence tells readers what you are writing about.

Example: Today, I went on a bike ride with my grandma.

 

The body has sentences that give more information about what you are writing about. The body has facts and

details. 

Example: The bike ride was on the Katy Trail. Halfway through the ride, I fell off! I scraped my knee. My

grandma gave me a hug and checked my knee to make sure it was ok. Once I felt better, we rode back home.

 

The concluding sentence reminds readers what you wrote about. 

Example: Even though I fell off my bike, I still had fun on the ride with my grandma.

 

The closing and signature tell the reader that the email is done. If your email is to a friend or family member, you

might say “Love” or “Your friend.” If your email is more serious, you might write “Sincerely.”

Examples: Love Jessica, Sincerely Jessica,  Your friend Jessica,
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Step 3: Write an Email 

Write an email to another engineer about the bridge you built. Use the lines below. You can also write your email on a

computer or on a separate piece of paper!

Greeting:

Dear ,

Topic Sentence

Body: 

Concluding Sentence:

Closing and Signature:
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