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Email Etiquette Tips

· Be concise and direct in your messages

· Answer all questions, and pre-empt further questions

· Use proper spelling, grammar and punctuation

· Personalize your email messages

· Respond swiftly

· Use proper structure and layout

· Use templates for frequently used responses

· Do not attach unnecessary files

· Do not overuse the “high priority” option

· Do not write IN ALL CAPS - people will think you are yelling!

· Include the previous message in your email replies

· Add disclaimers to your emails, if appropriate

· Proof read email before you send it

· Do not use Reply to All unless absolutely necessary

· For mass e-mailings use the bcc: field to protect recipient email addresses

· Use abbreviations and “emot-icons” (little smiley faces) only when appropriate

· Be careful when sending in rich text and HTML format. Your recipients may not be able to open or read these.

· Never forward chain letters

· Request delivery and read receipts only when necessary

· Do not copy a message or attachment without the authors permission

· Do not use email to discuss confidential or sensitive information

· Use a meaningful subject line

· Write in active tense instead of passive tense

· Avoid using URGENT and IMPORTANT unless necessary

· Avoid long, rambling sentences

· Don't send or forward emails containing libelous, defamatory, offensive, racist or obscene comments, except to report email abuse

· Don't forward virus hoaxes. Research messages on the internet if you are not sure they are hoaxes.

· Keep your language gender neutral

· Don't reply to SPAM (unsolicited email messages)
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