Email Etiquette

Source: wikiHow.com
Just about everyone knows how to write a “formal” letter, and people generally take great care to make sure their snail mail letters are just right. Emails, however, are another matter entirely. Opening up your inbox is full of bad grammar, bad spelling, and bad taste. 

Steps
1. Make the subject line useful. The subject line should provide a useful summary of the email's content. A good subject can prevent your email from being deleted before it's even read. Remember, the subject is the first thing your recipient will see. Keep it concise, and avoid using generic subjects such as "Hi," "What's up," or the recipient's name, as these may be blocked by anti-spam filters.

2. Get out of the habit of prioritizing your messages. There is nothing more irritating and presumptuous than assuming your e-mail request is higher in the queue than anybody else's, especially in a work context. 

3. Greet your recipient. Letters, of course, generally begin with the salutation "Dear (recipient's name)," but emails are generally less formal, and "Hi" or "Hello" will usually suffice. 

4. Keep your email concise, conversational, and focused. It's harder to read letters on a computer screen than on a sheet of paper, so it's nice to keep emails short and to the point. Sentences should be kept short, about 8-12 words. Leave a space between paragraphs.

5. Use proper grammar and spelling. An email reflects on its author, and an email with spelling or grammar errors reflects badly. Use Standard English (or whatever language you're writing in), and proofread and spell-check emails as you would any written communication. An error-free email makes a good impression and is easier for the recipient to read.

6. Avoid fancy formatting. Changing fonts and colors, inserting bulleted lists, or using HTML can make an email look bizarre or render it unreadable for the recipient, even if the formatting looks fine on your computer. Keep it simple.

7. Schedule Reply to emails. People expect a quick response to emails, and it's polite to try to meet these expectations. It also chews up an enormous amount of your time to respond to emails instantaneously. Some say that you should schedule times to read and respond to emails to be more productive. Also, teach your colleagues, through an email signature or response, that urgent items should be done by telephone and that you will get back to the person within a specified time frame.

8. Think twice before replying to just say thank you. Some people don't want an e-mail that says "thanks". This takes additional energy to open the e-mail and read it just to read what you already know. 

9. Edit long emails when replying to them. Generally your reply to an email will include the original email, as well. If the original email is short, you can just reply to it as is, but if it's longer, you should delete irrelevant parts (especially headers and signatures) and organize your reply so that you quote parts of the original email and place your responses to each part directly below that part. 

10. Conversely, be sure to include info that you are responding to. Many people and companies write and respond to hundreds of emails every day. Avoid sending an email that says only 'Yes,' for example. Include the question that the recipient asked so they know what you are responding to.

11. Close your email on a cordial note. Closing with a statement such as "Best wishes," "Good luck," or "Thanks in advance for your help," can soften even a harsh email and can elicit a more favorable reply.

12. Sign your name. Yes, the recipient knows whom the email is from, but it's polite and personal to sign your name at the end. You can just type your name at the end of each email, or you can use your email application to create a default signature with your name, title, and contact information.

13. Limit attachments. Don't add an attachment unless it's necessary, and keep attachments as small as possible. Most email applications can send and receive attachments up to 1 MB, but anything over that can be a hassle for you or the recipient, and even smaller files can take a long time to open if the recipient's email connection is slow. 

14. Think before you send. Don't send e-mails when you are emotional. Feel free to write the subject and text of the e-mail, then save it. You might change your mind and be better off for it. Better yet, pick up the phone or even go to see the person face-to-face. It is hard enough to judge the tone of an e-mail, even with the prevalent use of emoticons. 

15. Do Not use ALL CAPS. Not only is this an unnecessary practice but it can highly annoy your recipient and could even get you a flame letter in return. Remember this is considered shouting.

16. Be careful using abbreviations and emoticons. This may be OK to do in an informal email such as with a friend. However, in a formal letter people may not know that LOL means "laughing out loud" and could feel you are being silly.

