DO USE E-MAIL

· For quick questions

· For simple work issues

· For scheduling meetings

· For sending newsy updates to friends

· For RSVPing

· To praise a group

DON’T USE E-MAIL

· In lieu of thank you note

· For controversial information

· For bad news

· To convey anything that if forwarded could be harmful or embarrassing

· To call in sick 

ELECTRONIC MAIL MANNERS

Lesley Alderman

In the beginning, there were cell phones and rude cell-phone users.  If technology breeds contempt, e-mail is certainly next in line.  According to a recent survey, the average executive spends one hour and 48 minutes each day reading and sending e-mail messages.  

STATE YOUR TOPIC

Always fill in the subject line, Flag your message with a succinct, informative header:  “Boss’s vacation schedule, summer 2001.”  If your problem is urgent, write “SOS.”  If it’s a quick question, say so.

BE BRIEF

Lengthy e-mails – more than a screen long – are daunting and annoying.  If you want a quick reply, be concise.  Break long thoughts into separate paragraphs or a numbered list.  

STYLE COUNTS

E-mail has an easy, off the cuff quality.  But style still matters.  Spell-check notes before you hit “send.”  Don’t write in all caps or all lower case.  

IDENTIFY YOURSELF

Create a standard sign-off that’s automatically attached to your business e-mails.  Include your full name, title, phone number, address, and any pertinent information about your company.  This will be helpful for people who may forget exactly who you are or what your company does.

ANSWER PROMPTLY

When business e-mail begs a reply, do so within a few hours, definitely within the day.  Be consistent with your response time, so others will know what to expect.  When you go out of town, program an “I’m away” reply into your e-mail system.

KEEP SEPARATE ACCOUNTS

Business e-mails are not private.  According to survey by the American Management Association, 38 percent of employers monitor and review employees’ e-mail messages.  Send anything that might be embarrassing from your personal account, not your business account.   

BE VERY CAREFUL WHAT YOU SAY

E-mails seem fleeting – but what you write is permanent.  It can be printed, forwarded, and filed by your correspondent.  Deleted business e-mails can be resurrected from your hard drive and used in evidence in court.  Never write anything in an e-mail that you wouldn’t want plastered on the front page of the newspaper.

AVOID ABBREVIATIONS AT WORK

Don’t use shorthand –i.e. OOO “Out of Office”.  It is unprofessional and people may have no idea what you are saying.

