Label the diagram below with the different parts of an e-mail. Put the number
of each item next to the correct letter.

1  new message 6) greeting 11 subject line
2 forward 7' reply 2 copy to (CC)
3. body of text B recipient B flag
4 send 9 signature # date
5 sender 10 rephyto-all
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o Dear Professor Mohammed,

—Q

 Thank you for agreeing to host the regional conference on 'Education in the
215t Century' at your institution in May.

| would like to suggest that we arrange a meeting for all staff who will be
involved in the organisation of the conference on Wednesday of next week at
2.30pm here at the university. Please let me know if this is suitable for you and
your staff,

1 look forward to seeing you then.
Yours sincerely.

- Dr. Yasser Al

Dean

Faculty of Education
British University in Oman
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