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Using E-mail Effectively

Whether you arc a new or a long-time e-mail user, understanding more about e-mail etiquette
and listserv use will help you get the most out of this invaluable communication tool.

Netiquette
Although e-)nail is fundamentally different from traditional paper based or verbal
communication, rules of e-mail etiquette, cornmonly known as "netiquetle," arc no less
important than those we fbllow in other modes of cormunicaton. How we write in e-mail-
particularly jn places like listservs affects how people perceive us, our oPinions, and our
character. In short, to thDse who know us only through e-mtil. \te are what lve post- ln non-e-
mail communicatron we wouldn't shout at a friend orcoworkerin conversation, send iunk mail
or rumored fact to acquaintances (iusl in case they are interested), or send a letter to a friend with
a few exlra pages of ilrelevant texl. However people do the online equivalent ofthese things
every day. Extending cormron courtesies shown to others in our everyday lives +offline* to
lhose with whom we interact +online* can go a long way toward making our corrmunications
much more effective-

Ke€p th€s€ basic rul€s in mind:
l. DO NOT TYPE IN ALL CAIS for more thrn one word or subject heading- This is

perceived as SHOUTING.
2, Include a brief but inforrnative sBbject line that indicates the contenls of the messag€-
3. Ke€p paragraphs short. and always insert a blank line between ihem.
4. Do not use text styles oike bold or italic) or text colorA in marling list messages, many

people will not see them and may even see HTML tags instead.
5. Always put conrments at the top of the message when forwarding messages
6. Quote sparingty, particularly on listservs. ln most cases it is unnecessary to inclucle

large portions of ihe message to which you are rcplying in your response.
7. Carefully consider what you write, -Although e-mail feels quick and informal, it is a

permanent rccord and easily forwarded to olhers.
8. Be aware of how your reader might perceive your messagg and use emoticons

(smileys) when possible to help convey a tone of voice :-) E-mail is more
conversational than paper-based media, butjust like a lraditional letter, it lacks contextual
clues such as vocal inflections, gestures. or facial expressions. YoDr correspondent may
have difficulty telling if you are serious or kidding, happy o. sad. frust ated or euphoric.
Sarcrsm is especially dangerous in email.

9. Do not forward information inaliscriminately. Inbox clogging chain letters, vifl.rs
warnings, and hoaxes (also kTown as spam) consume rccipients' valuable time and are
the online equivalent ofjunk mail. Such dessages are neler appropdate for lislse.vs. In
the case of virus wamings and other classic chain e-nlails, the content is almost always
mlJnfo\jmded. Iflou cannot verify a message through a credible so rce, do notforward it.

10. Always read ov€r your e-mail before you send it and use spell check if available.
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3. Avoid '5unk" Postings such as:- _- 
. 'lt-1"-too_" postJsent by well-meaning lisl rle-mbers replying only to conv€y tnat

they agree^with a message or have had a similal experience'

. i'uiJ"".t. -e" -essages rnistakenly sent lo the whole bst by subscribers who

did not rEad lhe instructions for leaving lhe list or updattng adoresses

. Conga(ulalions me""ug"" tn"t upp"- "ft"t a member ot the list has mentioned

,ornJ *il".ton" o, p"oonal triumPh Again send these rn pnvarc e-marr'

. Never forwffd a pcrsonal e-mail to a discussion group wilhout tlrsl gelung

Dermission frcm the author'

#f; ffit*ffim:+:tvourcc€ivewhenvou:::"T,:.*T::*ff 33't{tPg'! r@q !q! 6e'_''--- ---- r 
rce c'iielines 'sually include procedures

lis!, and keep them on file for fuure reterq

H: ffiT#;il;;; ,r" ri"t'-iJo,o."ti* o".how to unsubscribe' and inroflDation on

whom to contacr if you have questiotls or problems'

2 . ;:ff,;,:;tii..i'Jiii"; iii'"ri' v.'i tn"r' v':1Yo- ::*3,.0:i:Tr"g#u "'
ft'ilt'ffi'#m|;,y. 

-ner,,"tu"' 
itt'r on-anv l'stservs (including the 

-s.PP-c
i'Jl3;,.iJ; ;1fr";A;ti o';'r'prv "1" 'n "'na vour messase to the entire list'

Additional Resour€es on E-rrall tnd N€tiquette

httD:/ wwnverythingemall.corn ' An 'watd winning' cornprehensive guide !o e-mail use'

inciudine tips and an indispensable Slossary of e-mail terms

ihrro,ll *-ww.everyrhingemail cony'emailSossary html)

http://flwrv.w€bfoot'cony'advicer'email'top'html#itrtro 
- A Beginner's Guide to lffective E-

*"ii- iot"io* irti" - e-mail slyle guid€' ;ith extensive drscussion of how e-mail differs from

a,ft* t--t ti ""a-""ication and [ow to take these drffffences inlo consideldion when

"i-ti.n|- I*i.a"" tft""*on and examples on context' format' layoDt' intonatioo' formelily'

grcetings, and signatures

http://email.abouLconr/librsry/sedes/blmailtnglists-sedes'htm 
' Aiout com olJers a senes

oi iticles on mailing lists, covedng types of lists, using lists' and creating your own
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