
BUSINESS WRITING EMAIL TIPS AND ETIQUETTE

Clean-up your act with these etiquette tips from the experts. Ask yourself if the topic being discussed is something you'd
write on company letterhead or post on a bulletin The maximum number of exclamation points in a business e-mail?.

However, one thing these messages do great is alert spammers that your e-mail is real and that they can add
you to their spam list. It's difficult to reply to every email message ever sent to you, but you should try to,
Pachter says. A clear subject line will help a busy professional to decide that your email is worthwhile. Or
would they be impressed by how you kept your cool, how you ignored the bait when your correspondent
stooped to personal attacks, and how you carefully explained your position or admitted your error, or asked for
a reconsideration, etc. The article's content is entirely at the discretion of the reporter and editor. If you work
for a company, you should use your company email address. We've all heard the stories about a "private"
e-mail that ended up being passed around to the entire company, and in some cases, all over the Internet. No
more than two attachments, and provide a logical name. Be clear, and be up front. The long e-mail is a thing of
the past. Leaving someone hanging for any longer and you are not only perceived as rude â€” it could cost you
business in the long run. One of the most important things to consider when it comes to e-mail etiquette is
whether the matter you're discussing is a public one, or something that should be talked about behind closed
doors. These errors make you seem unprofessional and will reduce the likelihood that the email will be taken
seriously. What you think is funny has a good chance of being misinterpreted by the other party, or taken as
sarcasm, without the accompanying vocal tone and facial expressions. Be cautious with humor. Make sure that
addresses you willingly hand over to third parties stay with them, especially when the service they're offering
is free. Reply to your emails--even if the email wasn't intended for you. Do Double-Check Your Attachments
When you attach a file, be kind enough to take a few extra seconds to paste it into the body of the email as
well. But if you use a personal email account--whether you are self-employed or just like using it occasionally
for work-related correspondences you should be careful when choosing that address, Pachter says. If you have
to share highly personal or confidential information, do so in person or over the phone. Also, something that
you think is funny might not be funny to someone else. Thank you very much. You will notice, however, that
sometimes we include links to these products and services in the articles. Just as jokes get lost in translation,
tone is easy to misconstrue without the context you'd get from vocal cues and facial expressions. According to
the syllabus, it looks like I will miss a paper workshop and the discussion of Chapter  After all, email is
dangerously easy to forward, and it's better to be safe than sorry. If you are asking someone else to do work
for you, take the time to make your message look professional. Email now takes up a significant portion of our
workday. Think of it this way: How would my email look if it were posted on Facebook? Set up e-mail
standards that everyone at the company should abide by. A reply isn't necessary but serves as good email
etiquette, especially if this person works in the same company or industry as you. Pachter outlines the basics
of modern email etiquette in her book " The Essentials of Business Etiquette. If you send all your employees a
message that only relates to some of them, a lot of people will waste time reading the whole thing, in order to
determine whether any part of it applies to them. You can get rid of all the e-mail addresses just by deleting.
When we send text messages to our friends, we expect a lot of back-and-forth. Unless it's been specifically
requested, refrain from sending a message with more than two attachments. An automatic response that says,
"Thank you for your e-mail message. In a professional exchange, it's better to leave humor out of emails
unless you know the recipient well. Is it worth it?


