
Email Etiquette
1. Is email the right vehicle?

a. Phone, face-to-face, videoconference, or TXT msg may be more appropriate.

2. Be clear and to the point

a. Create a meaningful Subject line.  Use the best possible description of your topic and purpose in the Subject line.

b. Clearly indicate where there is Action needed, Decision needed, Comments requested or just an FYI.

3. Use To/CC/BCC appropriately

a. People on the ‘To’ line should expect an action item; limit the number of people on the ‘To” line. 

b. Including people on the ‘CC’ line is FYI only.  
c. Use BCC line is for personal FYI to recipient (others are unaware).

d. Never REPLY ALL to a message received as BCC.  Respond only to sender.

e. Be very careful when using BCC.  Forwarding a person a Sent email may be safer.

4. Avoid overusing ‘Reply All’

a. If the message was sent to a distribution list, consider if everyone on the list really needs to see your reply.

b. Reduce threads to just the appropriate people; distribution lists are not always appropriate.

5. Stay on Topic

a. Make sure your comments are appropriate for the Subject line topic.

b. Stick to one topic in a thread.

c. If the topic changes, start a new thread with a new Subject.

6. Reduce lengthy email threads

a. If an email thread goes back & forth more than 3 times, call or set up a meeting to discuss.

b. Be careful when forwarding threads to new or external people – there may be something in the thread you do not want everyone to see.


