Emai | Etiquette

Wiy do you need email etiquette?
A conpany needs to inmplenent etiquette rules for the foll ow ng reasons:
1. Professionalism by using proper email |anguage your company will convey a
pr of essi onal i mage.
2. Efficiency: emails that get to the point are nuch nore effective than poorly
wor ded enmil s.
3. Protection fromliability: enpl oyee awareness of email risks will protect your
conpany fromcostly | aw suits.

VWhat are the etiquette rules?

There are many etiquette guides and nmany different etiquette rules. Sone rules will
differ

according to the nature of your business and the corporate culture. Bel ow we |ist what
we

consi der as the nost inportant email etiquette rules that apply to nearly al

conpani es.

1. Be concise and to the point

2. Answer all questions, and pre-enpt further questions
3. Use proper spelling, gramar & punctuation

4. Make it persona

5. Use tenplates for frequently used responses

6. Answer pronptly

7. Do not attach unnecessary files

8. Use proper structure & |ayout

9. Do not overuse the high priority option

10. Do not wite in CAPI TALS

11. Don't |eave out the nmessage thread

12. Add disclainers to your enmils

13. Read the email before you send it

14. Do not overuse Reply to Al

15. Mailings > use the bcc: field or do a mail nerge

16. Take care with abbreviations and enoticons

17. Be careful with formatting

18. Take care with rich text and HTM. nessages

19. Do not forward chain letters

20. Do not request delivery and read receipts

21. Do not ask to recall a nessage.

22. Do not copy a nessage or attachnent w thout perm ssion
23. Do not use email to discuss confidential information
24. Use a neani ngful subject

25. Use active instead of passive

26. Avoi d using URGENT and | MPORTANT

27. Avoid | ong sentences

28. Don't send or forward emnils containing |ibelous, defamatory, offensive, racist or
obscene remarks.

29. Don't forward virus hoaxes and chain letters.

30. Keep your | anguage gender neutra

31. Don't reply to spam

32. Use cc: field sparingly

33. Use easy to read fonts, such as courier, Sans Serif or Tines New Roman
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