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E-­‐mail	
  Tips	
  
Email	
  is	
  a	
  critical	
  part	
  of	
  our	
  everyday	
  communications.	
  	
  It	
  is	
  important	
  to	
  effectively	
  communicate	
  our	
  
messages	
  through	
  this	
  method.	
  

• Use	
  the	
  subject	
  line	
  to	
  state	
  content	
  and	
  purpose.	
  
• Make	
  any	
  requests	
  up	
  front	
  –	
  early	
  in	
  the	
  message.	
  
• Keep	
  your	
  messages	
  simple/concise.	
  Keep	
  formatting	
  simple.	
  	
  Summarize	
  long	
  items.	
  
• Be	
  personal,	
  friendly	
  –	
  set	
  the	
  tone	
  -­‐	
  be	
  calm	
  when	
  replying.	
  
• Sign	
  your	
  messages	
  with	
  an	
  e-­‐mail	
  signature	
  –	
  including	
  contact	
  information	
  
• Re-­‐read	
  –	
  check	
  tone	
  -­‐	
  use	
  spell	
  check.	
  
• Limit	
  “reply	
  all”,	
  use	
  of	
  BBC,	
  CC	
  appropriately.	
  
• Remember	
  what	
  you	
  write	
  is	
  not	
  private.	
  	
  
• Respond	
  to	
  e-­‐mails	
  sent	
  to	
  you.	
  
• Don’t	
  use	
  to	
  replace	
  face-­‐to-­‐face	
  communication	
  

Sample	
  E-­‐mail

	
   	
  


