Contents

Follow the Basic Rules...........c.....c....... 1
When email ignores basic rules, it
gets ignored as unprofessional. Be
sure to apply these tips.

Help Your Readers Focus.................... 3
Focused readers can follow your
message and respond. These tips
improve readers’ focus.

Inspire Action.........coeciiiiiimiiicciieees 7
Readers need help to take action.
Apply these tips to make things
happen.

Write Quick-Read Messages.............. 10
Email that takes too long to read
will not be read. These tips lead to
fast, efficient messages.

Use the Human Touch ....................... 14
Readers are human beings. They
respond best to these courteous,
thoughtful actions.

Know When to Phone............ccceeueeeee. 19
A phone call outdoes email in
these situations.

Avoid Embarrassment....................... 21
Avoid embarrassing yourself and
others. Follow these tips and write
with confidence.

Send Only Necessary Email .............. 24
Readers will thank you for sending
only essential messages. Avoid
these time wasters.

Use Your Time Well...........ccccevrrneenenns 28
Manage email efficiently and have
more time to write well.




