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E-manners
With so much time spent e-mailing at work, there is also a lack of e-mail etiquette. How much time do you waste trying to decode a poorly written e-mail? How many times are you copied on a message you didn't need to be copied on? Here are 11 e-mail tips:

 
1. No response
    Reply to every e-mail within 24 hours unless it is spam. Think about if you were in someone's 
    presence and they said something to you, would you just stand there silent for hours or days? 

2. One-liners
    Be careful about using e-mails to say only 'thank you' or 'OK.'  One-word e-mail replies are no 
    better than spam; if replying say more than one or two words. Or put 'no reply necessary' or NRN 
    at the top.

3. Be concise and to the point
    Do not make an e-mail longer than it needs to be. Remember that reading an e-mail is harder than 
    reading printed communications and a long e-mail can be very discouraging to read.

4. Avoid long sentences
    Try to keep your sentences to a maximum of 15-20 words. Email is meant to be a quick medium 
    and requires a different kind of writing than letters. Also take care not to send emails that are too 
    long. If a person receives an email that looks like a term paper, they may not even attempt to read it.

5. Use proper structure & layout
    Since reading from a screen is more difficult than reading from paper, the structure and layout is very
    important for e-mail messages. Use short paragraphs and blank lines between each paragraph. When
    making points, number them or mark each point as separate to keep the overview.

6. Do not write in CAPITALS
     IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. This can be highly annoying 
    and might trigger an unwanted response in the form of a flame mail. 


7. Take care with abbreviations and emoticons
    Professionals should avoid using shortcuts such as '4 u' or 'Gr8' in a business-related e-mail. This is
    different from legitimate abbreviations like 'EOD' (end of day) or NRN (no reply necessary). The same
    goes for emoticons, such as the smiley :-). If you are not sure whether your recipient knows what it
    means, it is better not to use it.

8. Don't leave out the message thread
    When you reply to an email, you must include the original mail in your reply, in other words click 
    'Reply', instead of 'New Mail'. If you receive many emails you obviously cannot remember each 
    individual email. This means that a 'threadless email' will not provide enough information and you will
    have to spend a frustratingly long time to find out the context of the email in order to deal with it. 


9. Do not overuse Reply to All
    Only use ‘Reply to All’ if you really need your message to be seen by each person who received the 
    original message. Otherwise, just reply to the sender by hitting “Reply”

10. Don't overuse High Priority
     We all know the story of the boy who cried wolf. If you overuse the high priority option, it will lose its
     function when you really need it. 

