Effective and Professional Email Use

Email Communication

Before you hit send...

For many people, email has become the primary
communication tool in the office.

That being said, it is surprising how many people do
not follow some basic rules or “e-etiquette” to ensure
that this medium is presented as professionally as a
letter, fax or phone call.

The following slides contain guidelines to help you use
emaill more professionally, as well as more effectively.
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The subject matters. That’s why it’s there.
Email is naturally front-loaded communication.
Put your specific topic in the subject.
Do not leave the subject blank or use subjects
such as:
Devin T. bMathias, MBA '04 “Hey”
Cirector of The Florida Fund
University of Flornda Foundation, Inc. cc ”
drnathics@uffufl.edu TOday
362.392.6411 office
362.266.2979 mobile
wrwnewy floridafund. uff.ufl.edu
=l
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Specify who you’re addressing at the beginning
of the email.

If you’ve CC’d or BCC’d anyone, you present
potential for an embarrassing reply if they don’t
realize the email was FYI only.

Devin T. Mathics, MBA 04 This is particularly critical on listservs

Cirector of The Florida Fund
University of Flornda Foundation, Inc.
drnathics@uffufl.edu

252.392.8411 office

362.268.2979 mobile

wrwnewy floridafund. uff.ufl.edu
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Subject: IRecDgnitinn Dinner Attendees

K

( Plaase let me know by S:O@H‘]er ot not the following will be attending Friday's Recognition Dinner:

Albert & aslberta
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

If you are requesting something of this person,
We've had some difficulty with the restaur make this requeSt, as well as any dead”nes,
than we had antficipated. known |mmed|ate|y

Tharnk f bl . . . . . )
Do EHRER Burying this later in the email will make it less

likely for you to receive the response you desire.

Deavin T. Mathics, mMBA ‘04

Cirector of The Florida Fund
University of Flornda Foundation, Inc.
drnathics@uffufl.edu

252.392.8411 office

362.268.2979 mobile

wrwnewy floridafund. uff.ufl.edu
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

‘Md some difficulty with the Festaurant catering the event. Because of this, we nesd to get a more gccurate count sooner
Shan we had anticipated.

Thank you for vour he
Cavin

Save any explanation or supporting material for

Devin T. Mathics, MBA 04 i
evin T. Mathias after the action statement.

Cirector of The Florida Fund
University of Flornda Foundation, Inc.
drnathics@uffufl.edu

252.392.8411 office

362.268.2979 mobile

wrwnewy floridafund. uff.ufl.edu
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Subject: IRecDgnitinn Dinner Attendees
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need t
than we had antficipated.

et o more accurdte count sooner

Thank you for vour help!
Cavin

Let the email wrap the sentences as if you were
Cevin T. Mathics, MMBA 04 . . .
BT S S — using Microsoft Word — your email can appear

University of Flornda Foundation, Inc. Choppy or |naccurate OtherW|Se
dmathias@uff.ufl.edu i

362.392.5411 office
362.288.2979 mobile
wewewy florid afurd.uffoufl.edu
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:
Albert & Alberta Gator
Ozzy & Sharon Osbhourne

Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

mforyour help!
win
\ Sign-off as you would a letter.
Cevin T. Mathics, MMBA 04

Cirector of The Florida Fund :
University of Florida Foundation, Inc. This lets them know you have sent a complete
drnathics@uff.ufl.edu thought_

362.392.5411 office
362.288.2979 mobile
wewewy florid afurd.uffoufl.edu
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you for vour help!
Cavin

Provide contact information in a professional
signature — note the word “professional.”

in T. miathics, MBA ‘04
iractor of The Florida Fund
University of Flornda Foundation, Inc.
drnathics@uffufl.edu
252.392.8411 office
A2.2858.2979 mobile
foridafund.uff.ufl.edu

Avoid fonts, pictures or quotes and backgrounds
that distract from your message.
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you for vour help!
Cavin

Along those lines — avoid “emoticons” in your
Devin T. Mathics, mMBA 04

Director of The Florida Fund professional email. Examples include:
University of Flornda Foundation, Inc.
dmathics@uff.ufl.edu © ;) ‘P

362.392.5411 office
362.288.2979 mobile
wewewy florid afurd.uffoufl.edu
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you for vour help!
Cavin

Or emails that include any of the following:
Devin T. Mathics, mMBA 04

Director of The Florida Fund * I Y * KA *

University of Flornda Foundation, Inc. grln glggle Wlnk etc.
dmathias@uff.ufl.edu

362.392.8411 office

362.2858.2977 mobile

oy flordafund.uff.ufl.e du
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you far your help! Other general gUidelineS:

Crewvin

ALL CAPS can be the equivalent of yelling... and
Devin T. tathics, MBa 04 if you need to yell at someone, email probably
Ciractor of The Florida Fund : ’ :

University of Flornda Foundation, Inc. Isn’t the Way to dO It.
dmathigs@uff.ufledu

352.392.58411 office

35225462979 mobile

wwrws floridafund.uff.ufl.edy
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you far your help! Other general gUidelineS:

Davin
Capitalize names (including your own!) and
Devin T. tathics, MBa 04 words as you would have in your freshmen-level
Cirector of The Florida Fund .

University of Flornda Foundation, Inc. EﬂgllSh CIaSS'

dmathias@uff.ufl.edu . , .
362.392.5411 office You appear lazy if you don’t do so and it can be

3582.288.2979 mobile .- .
e Ay taken as a lack of respect for the recipients. Itis
also viewed as unprofessional.
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you far your help! Other general gUidelineS:

Crewvin

Spell-check and re-read for accuracy of

Devin T. tathics, MBa 04 meaning. Remember sarcasm, humor and other
Director of The Florida Fund . ’ . . .
University of Florida Foundation, Inc. subtleties don’t always transmit well via email.
drmathias@uff.ufl.eduy

252,392,841 office

2362.288.2772 mobile

ey flordafund.uff.ufl.edy
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Please let me know by 500 today whether or not the following will be attending Friday's Recognition Dinner:

Albert & alberta Sator
Ozzy & Sharon Osbhourne
Joe & Sue Paterno

We've had some difficulty with the restaurant catering the event. Because of this, we need fo get o more accurate count sooner
than we had antficipated.

Thank you far your help! Other general gUidelineS:

Crewvin

Respect the reader’s time — don’t include
Devin T. bathics, MBA ‘04 unnecessary or unaware recipients.

Cirector of The Florida Fund
University of Flornda Foundation, Inc.
drnathics@uffufl.edu

252.392.8411 office

362.268.2979 mobile

wrwnewy floridafund. uff.ufl.edu
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Subject: Recognition Di

Attach... I-JEEIDS 02,75 Recognition Dinner, xls fl@ Attachment Cptions. ..

Albert & Alberta Gator
OEzy & Eharon Osbourne
Joe & Sue Patermno

Please let me know by 5:00 togay whether or not the following will be attending Friday’s Recognition Dinner:

See aftached for detailg)

Nee atfac

Weatve hod sorme di
Thank you for your help!
Crenvin

Crewin T mdathios, MBA 04
drnathics@uff.ufl.edu

382.372.8411 office
382.256.2977 mobile

than we had anticipated.

weith the restdur

Other general guidelines:

If you have attachments, make note of them in
the email body and give them professional,
easily identifiable names.

Director of The Florida Fund
University of Flonda Foundation, Inc.

e Fleeied cafoee] O ofl edln
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Before you hit send...

By following these simple rules, you’ll find yourself
receiving more timely response to your requests.
You’ll also avoid sending potentially unprofessional
(and annoying!) emaiils.

If you only remember one thing from this... it should be
to respect the reader’s time.
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