E-mail etiquette

What’s it about?

Always write something in the subject box. Remember that book and film titles are chosen to make you want to read/see them – the same applies to e-mails. An e-mail with no subject from an unknown sender will probably be destined for the basket. Do not use URGENT or IMPORTANT in the subject box unless it genuinely is.

Use ‘high priority’ sparingly

Don’t abuse this function. Only use it when it really needs immediate attention, otherwise people will start to think you  have a tendency to exaggerate, overestimate your own importance, or worse consider you hysterical and not bother to read any of your e-mails.

Personal Titles

If you don’t know the recipient personally then use his/her surname with the appropriate title: Mr for men Ms for women unless you know whether they are single or not. Do not use Dr./Prof. etc unless they are physicians or are the ‘Chair of a university department. We do not usually use Dr for people who have obtained a PhD (except perhaps on their office door), and first degree graduates are worthy of no such title.

Introduction

If you are sending an e-mail to someone who does not know you introduce yourself. Your address might tell them who you are (catherine.riley@lett.unitn.it ), but it might not (2jz@libero.it ). Similarly sign yourself off – but don’t use titles.

Attachments

Don’t attach files that aren’t necessary, only those that have been specifically requested. If there are any images, say so in the e-mail so that the reader can decide whether to spend the time opening them. It is not good practice to send an empty e-mail saying just “See attachment”, especially if the file contains information which could have been summarised in the body of the e-mail. In a busy office every second counts, having to open a programme to read an attachment can make the reader impatient.

Simple and Straightforward, Clear and concise 

Do not make an e-mail longer than it needs to be. Use proper structure & layout. Since reading from a screen is more difficult than reading from paper, the structure and lay out is very important for e-mail messages. Use short sentences and paragraphs and put blank lines between each paragraph. If you are making several points, number them or use bullets. Use the active instead of the passive, which is more detached and formal.

Make yourself look good online
You will be judged by the quality of your writing. For most people who choose to communicate online, this is an advantage; if they didn't enjoy using the written word, they wouldn't be there. So spelling and grammar do count. However, e-mails are more like phone calls than written letters in register, i.e. they are less formal and so do not use the set expressions found so often in letters.

What about capitalisation and punctuation?

CAPITALS INDICATE YOU ARE SHOUTING – so don’t use them unless you are VERY ANGRY. If you want to use italics  and your system doesn’t allow for them, use ‘inverted comas’ or *asterisks*. Always punctuate your e-mails correctly, unless they are very informal. This is not only kinder to the reader, but also ensures your message is understood. ‘We’ll come.’ and ‘Well come.’ mean two different things!

Shld I use txt msg Eng?

If you are writing a quick message to a friend then there is no reason why you shouldn’t use any of the abbreviations used in text message English and chat rooms (sometimes referred to as textspeak and netspeak). Do not use these kinds of abbreviations a) if you do not know the person you are writing, b) if u r not sure if shell ndrstnd yr mssg. The same thing goes for emoticons.

Cheking four mistackes

ALWAYS read an e-mail through before sending it. Better still print it out, particularly if it contains details you may need to refer to later a) so you have a hard copy and b) you can usually spot mistakes more easily on a printed version than on a computer screen.

 Would you say it to the person's face? 

Ask yourself, "Would I say this to the person's face?" If the answer is no, rewrite and reread. Repeat the process till you feel sure that you'd feel as comfortable saying these words to the live person as you do sending them through cyberspace.

Would you like it to be public knowledge?

When you communicate through cyberspace -- via email or on discussion groups -- your words are written. And chances are they're stored somewhere where you have no control over them. In other words, there's a good chance they can come back to haunt you.

When to write and when not to write.

In a New Yorker  article, Bill Gates is said to spend at least two hours a day reading and responding to his email. I'm surprised it's not more. Many people in business find that they spend half their time or more dealing with email. You can do your part to ease this problem by remembering to respect other people's time: sending mail only when it needs to be sent.

The above ‘rules’ have been adapted from various websites including:

http://www.albion.com/netiquette/corerules.html 

https://devar.washington.edu/HowTo/email.asp?bhcp=1
http://www.vnunet.com/Features/1142834
http://www.stanton.dtcc.edu/stanton/cs/rfc1855.html
http://www.emailreplies.com/#11read
http://www.happy-online.co.uk/tutorial/netiqette.html
Hear is a poem witch Janet Byford rote a phew years a go. Can yew rite it out as it should bee?             

An Owed 2 the Spelling Chequer
Prays the Lord four the spelling chequer
That came with hour pea sea! 
Mecca mistake and it putts yew rite
Its so easy to ewes, U.C. 

I never used to no, was it e before eye? 
(Four sum thymes its aye before e.) 
But now I've discovered the quay to success
It's as simple as won, too, free! 

Sew watt if you lose a let her or too, 
The whirled won't come two an end! 
Can't you sea? It's as plane as the knows on yore face
S. Chequer's my very best friend

I've all ways had treble with letters that double
"Is it won or to S's?" eyed wine
But now, as I've tolled you this chequer is grate
And its hi thyme you got won, like mine. 

Adapted from Janet E. Byford’s poem
To e or not to e?

Which of the following statements do you 
a) agree with?







b) disagree with?

1) You have to adjust your style to the person you’re e-mailing.

2) People used to think you had to have special training to answer the phone and write business correspondence.

3) People waste too much time on social chit-chat.

4) Impressions count as much with e-mails as with letters.

5) Having to learn formal letter-phrases used to be a real pain.

6) When replying to another e-mail, just get straight to the point.

7) Why bother with an expensive phone call when you can send an e-mail?

8) Most e-mails are badly planned.

9) I should reflect more before replying to e-mails, and sometimes regret sending hasty replies.

10)
There’s no such thing as a special way of writing e-mails.

11)
You don’t know who might read an e-mail so it’s better to phone about confidential matters.

12)
It’s better to e-mail someone about details than use the phone so you have got things down in black and white.

13)
It’s difficult to get the tone right in e-mails.

Some light relief re ‘e-’

1. When do e-mails stop being in black and white?

2. What do vampires put at the bottom of their e-mails?
3. What do werewolves put at the bottom of their e-mails?
4. How does Old McDonald send messages?
5. How do animal lovers send e-mails?
6. How do dolphins send messages?
7. Why don't skeletons exchange e-mails?
8. Why don't vikings send e-mails?
9. Do you like web jokes?
10. What do you call an alien who sends electronic mail?
11. What goes round the middle of the Internet?
12. Who answers all the Disneyland e-mail?

A. On the Inter-pet.

B. The e-quator.
C. Mick e-mouse.
D. Yes - they're e-larious!
E. Best viscious.
F. Because they have no body to do it with!
G. e-t.

H. By e-i-e-i-o-mail.
I. Beast wishes.
J. They prefer to use Norse code.
K. When they are read.

L. By c-mail.

