
Clearstar Financial Credit Union
Business Email Etiquette 
E-mail Etiquette 101: A Quick Guide to Writing a Professional E-mail

At Clearstar Financial, understanding workplace email etiquette is an important step in furthering your career. Proper e-mail etiquette is important in anything ranging from e-mailing a cover letter to “casual” correspondence with other employees and professionals. 

E-mail is as much a projection of one's professional image as any other written or verbal presentation. Your ability to express your thoughts in a clear concise manner engages your reader and gets your point across.  As a “rule of thumb” formulate your email as if you were addressing the CEO or Vice President of this credit union

Guide to Writing Effective E-mails and Workplace E-mail Etiquette
Email has become the standard tool for social communication between friends and family. As a result, many users have developed an informal style of writing for their personal lives. Often, this style inadvertently spills over into their professional correspondence.  Keeping email correspondence professional with the appropriate content is paramount.
Focus On the Content
The content of the “To, From and Subject” lines are only going to get your email read, the actual content of the email itself is what really matters. When writing a professional email, there are several aspects to consider including tone, content, correct word usage and grammar, and overall length. By remembering and practicing a few simple points, anyone can write an effective professional email:
· Misinterpretation of Email Messages:
Messages laced with anger, humor, or irony can be easily misinterpreted. In personal conversations, the person you are talking to can observe your smile, eye contact and body language. With E-mail, the visual component of your professional presence is missing. We lack the nonverbal cues that are so important in personal contact, so be careful.
· Content and Tone: 
Communication is largely body language and vocal inflections. Email has neither, so the writer must carefully choose their words to avoid giving the wrong impression or offending the reader. Address the recipient formally by using the appropriate titles and avoid using their first name until you are more familiar with them. Remember to be professional and avoid using slang terms or emoticons and smiley’s. Avoid using all CAPS!  It indicates that an individual is yelling.
· Length: 
Businesses often receive a large amount of email on a daily basis. Therefore, the ability to craft a well-written message in short and concise manner is of the utmost importance. Keep your messages short and to the point without omitting the necessary information. Additionally, to make your message easier to read, break it into short paragraphs separated by a blank line.
· Grammar: 
Writing a professional email is no different than writing a business letter when it comes to correct sentence structure and grammar. Do not use slang terms, abbreviations, excessive ellipses, or write in all capitals or lowercase letters. Use a program with spell checking software to avoid common spelling mistakes, and carefully proofread your message before sending it to look for misused words. If necessary, have someone else proofread the message. Proper use of grammar and sentence structure is indicative of intelligence and professionalism. Mistakes caused by slacking during this step may annoy the reader and result in having your message removed from consideration and deleted.
· Don't get caught in the E-mail loop.
If an E-mail does not need a response, do not feel obligated to E-mail back. Don't feel compelled to thank a person for thanking you. If you have sent three or four messages back and forth to the same person, let them win the E-mail loop.

Bow Out Gracefully
The closing and the signature is the last step in writing a professional email. It should be simple, thank the reader for their time, and provide additional contact information for follow-up contact. Classic closings such as “Thank you in advance” or “Respectfully” are always useful, but proper judgment should be used here to decide what is appropriate based upon the content of the message.

Lastly, in a professional email correspondence, the signature should include your full name. It should also include additional contact information such as a telephone or fax number. Many people will also include their email address here as well. If applicable, a mailing or office address may also be included in the signature. Most email clients have an option to attach a pre-set signature to outgoing messages to simplify this final element. Don’t forget to include a link to your email address as well!

The Next Step
In addition to the larger elements discussed previously, there are several smaller tips that may help distinguish your messages from the rest of them.

· File Names: If you are attaching a file, or document, ensure that the document or attachment states the file name.  
· To Whom: To avoid accidentally sending a message prematurely, fill in the To field last. Always proofread carefully before clicking send. 
It is important to remember that a well thought out and professional email is expected in our work environment and should consist of honest, open and business appropriate language that instills confidence in our approach to communicate well with co-workers and those in other professional environments.
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