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Introduction
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Why is email etiquette important? Email etiquette is important because it

reflects professionalism and respect for others. When composing an email, it's

crucial to consider your tone, clarity, and grammar to ensure effective

communication. Proper email etiquette includes using a clear subject line,

addressing the recipient appropriately, keeping your message concise, and

always proofreading before hitting send. By following these guidelines, you

can convey your message clearly and respectfully, fostering positive and

productive communication in both personal and professional settings.

We're all about teaming up smoothly
and effectively with you, keeping your
jam-packed schedule in mind. Our
fingers are crossed that this guide will
be your busy-day superhero when
interacting with the marketing team.

www.tnccrr.org



Write a clear and informative subject line that accurately reflects the

contents of the email and encourages them to read it.

Ensure the tone of your email is appropriate for the recipient. We

encourage a balance of friendly and professional.

Keep your email clear and to the point. Don’t use jargon that they

wouldn’t understand.

Ensure your message includes all necessary information. Think of

what questions you would have after reading the email for the first time

and include that information.

Be strategic when using bold, underline, highlight, and text colors. In

most cases, less is more. Use these features sparingly to really highlight

the most important information. Using all can convey an aggressive tone.

Proofread your message before hitting send for any spelling or

grammatical errors. This will greatly improve the professionalism of the

message.

Double check if you have attached all necessary documents.

Make sure you are using the correct signature with your updated

region, position, and contact information.

Email
Checklist
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Email Examples
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Hannah Smith   

Typo

Vague subject
line

Signature
is missing

information

Whole email
over uses bold,
highlight,
colored text,
etc.

Save the Date
is not attached

Whole email
lacks
necessary
information

Emails
tone is

rushed and
chaotic

Child care is
two words

This example email shows what we would not do.



Email Examples
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Hannah Smith   

Clear and
informative

subject
line

Email is clear
and to the
point with all
necessary
info

Necessary
documents
are attached

Friendly and
professional

tone

Bold,
underlining,
and italics
used
strategically 

Correct
signature with

necessary
info

No typos
in email

This example email shows what we would do instead.


