e-mail etiquette
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1. Be concise and to the point.
Do not make an e-mail longer than it needs to be. Remember - a long e-mail can be very discouraging to read. 

2. Use proper spelling, grammar and punctuation. 
Bad spelling, grammar and punctuation give a bad impression of you, it is also important for conveying the message properly. E-mails with no full stops or commas are difficult to read and can sometimes even change the meaning of the text. And, if your program has a spell checking option, why not use it?

3. Make it personal. 

Your e-mail should be personally addressed! Start each message with “Dear Tutor” or “Hello Irina”, etc
4. Answer swiftly.
People send an e-mail because they wish to receive a quick response. Therefore, each e-mail should be replied to within at least 24 hours, and preferably within the same day. 
5. Do not attach unnecessary files. 
By sending large attachments you can annoy people and even bring down their e-mail system. Wherever possible try to compress attachments and only send attachments when they are productive. Moreover, you need to have a good virus scanner in place since your customers will not be very happy if you send them documents full of viruses!

6. 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. 

7. Do not write in CAPITALS.
IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. This can be highly annoying.

8. Read the email before you send it.
A lot of people don't bother to read an email before they send it out, as can be seen from the many spelling and grammar mistakes contained in emails. Also, reading your email through the eyes of the recipient will help you send a more effective message and avoid misunderstanding.

9. Take care with abbreviations and emoticons.
Try not to use abbreviations such as BTW (by the way) and LOL (laugh out loud). The recipient might not be aware of the meanings of the abbreviations. 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.

10. Be careful with formatting.
Remember that when you use formatting in your emails, the sender might not be able to view formatting, or might see different fonts than you had intended. When using colors, use a color that is easy to read on the background. 

11. Do not forward chain letters.
Do not forward chain letters. We can safely say that all of them are hoaxes. Just delete the letters as soon as you receive them.

12. Use a meaningful subject.
Try to use a subject that is meaningful to the recipient as well as yourself.
