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Introduction 

Often, in our work, we must approach potential partners that can support ELSA. In the next pages, 
you will a see step by step procedure of writing “the perfect email” to a potential partner, shown 
through examples of official emails that the International Board has written this year. 

The title 

 
Not preferred types of titles: 

● “Cooperation” 
● “Question” 
● “Sponsorship Proposal” 
● “ELSA Law School” 
● “ELSA Moot Court Competition” 

 
 
Preferred types of titles: 

● “Largest law students’ network” 
● “Partner of the Council of Europe” 
● “Partnership Opportunity” 
● “Experts in XXX law” 

 
 
Comments: 
The title has to be attractive to the potential partner, always reminding of the topic of the email or the 
quality and size of our association. It is important that we avoid acronyms of ELSA that externals are 
not familiar with. It is also crucial that the receiver gets a taste of our purposes through the email, 
hence it is preferable to avoid one-word titles. 
 
Stressing out the vastness of the ELSA Network, the credible external supporters of ELSA and the 
specific field of law in which we want to work with the receiver, are fruitful tactics 

 

The email structure 

 
1. Greeting 
2. Thank the recipient 
3. The introduction 
4. The purpose 
5. Final Remarks 
6. Closing 
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1. The greeting  

 
 

2. Thank the recipient 
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3. The introduction 

 

4. The purpose 

 

5. Final remarks 
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6. Closing 

 

 
 
 
 

Final comments: 
 

● The ABC of the fonts: 
○ The font that is used by ELSA is Garamond, which you can set a pre-choice in the 

settings of your ELSA G-suite account: 

 
 

○ The font should be adjusted to Large. 
 

● Finally, there are two applications that can be useful and make your life a lot easier, when 
writing emails; 

○ Grammarly advances your grammar and syntax skills, by checking every text you put 
down in words; 

https://www.youtube.com/watch?v=cjBPnIXK60U
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○ Boomerang for Gmail allows you to plan and control the attitude and readability of 
your emails, while at the same time, gives you the chance to see if the recipient has 
opened/clicked on your email.  

○ Both of these applications can be downloaded for macOS and Windows software. 
 
 
 

Contact: 
For help or questions related to contacting potential partners please contact the BEE Team 2019/20 
on coordinator.beetoolkit@elsa.org or president@elsa.org 

 
 
 
 

https://www.youtube.com/watch?v=R1tujSAk-zY
mailto:coordinator.beetoolkit@elsa.org

