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Why is Email Communication 
Skills Important?

(Harvard Medical School, 2023)



Formal Email Format

(LeaveBoard, 2026)



(Bajaj, 2025)



Do & Don’t

(Joanne Reilly English Academy, 2022)



(Bajaj, 2025)
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(Cutlip & Center, 1952)

The 7 Cs of Communication



(Perry, 2025)

Professional Email Closings



Example of Research Instrument 
Permission Request



Example of Co-Research/
Research Consultant Invitation



Example of Research Proposal Review



Example of Research a Study/Hospital Visit



Example of Response 
to a hospital Visit Request



Scenario #1

You are currently conducting a research project. A medical professor is 

your research consultant. You need feedback regarding your research 
proposal to pursue your IRB process. How will you write an e-mail?

Exercise



Answer #1

Exercise



Scenario #2

After sending an e-mail to your research consultant, you have not yet 
received any feedback from him/her for a month.

How will you write an e-mail to follow up?

Exercise



Answer #2

Exercise



Exercise

Scenario #3

Finally, you obtained feedback from your research consultant. 

How will you write an e-mail to thank him/her?



Exercise

Answer #3



Summary



Thank You 
for Your Attention


