MIND YOUR EMAIL

MANNERS

REVIEW BEFORE SENDING

g Review: Is anything unclear? Are there any typos? Read it aloud

S Check:

= Sources: Ghauld you rclude alick to anything?

« Recipients: Forgat samesne who needs o see this message? Add anyone
who shoulén't see this message?

= Address: Make sure 't is sending from tha correct azcount for the
purpase of the message

« Attachments: Forget the attachments” If they are laige sompress them.

REPLY BUT NOT ALWAYS REPLY ALL

REPLY AL}
KROW Yo

B Send B Astach v~ [
SUBJECT LINES MATTER

Write effective subject lines:

-Keep recipient in mind

- Should capture the essence of your message

Subject Lines Matter!| “Include any actions you want récipients to take
-30to 50 characters recammended

Ce

EXPLAIN

) A APPROPRIATE ENDING
TMM - Email Signature: 3-4 lires Including your full name,
Job title/ profession and contact number
- End with Gratitude: When in doubt end with "Thanks"
Y@U -Asking for a Favor: Thanks, Many Tharks
- Business Formal Options: Sincerely Sincerely Yours, Regards

- Business Informal Options: Yours, Kind Regards, (Your Name)

CAREFUL AND SPARINGLY

. Werkforge Werklorce Solutions of West Central Texas is an Equal Opportunity Employer/Program, Auxiliary aids and
EDMS services are available upon request to individuals with disabilities. Relay: 1-800-735-2989 (TTY)/ 711
U it (voice), This program/service is wholly funded with federal funds.
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