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 Don't type your emails using all capital letters. Using all caps is the same as YELLING in  

e-mail land.  

 Read your e-mail, and check it for grammar, spelling and punctuation before you send 

it. Just because you are sending e-mail doesn't mean you can forget all about proper 

writing technique. It's just as difficult to read bad writing on a screen as it is in a book. 

Practice good writing along with good e-mail etiquette.  

 Don't forward chain e-mails. Some of these e-mails will say you'll have good fortune if you 

send it to 5 people right away. Ignore this. Just delete it. It will help out so many people, 

and you'll be practicing really good e-mail etiquette.  

 Leave the message thread on your reply. This means that when you reply back to 

someone, the original message should remain in the message body; especially if the 

reply is to a message that you received days ago. The sender may not remember what 

the message was about. This will be a reminder of the conversation.  

 Keep your e-mail format simple. No loud background, no funny colors, no dancing 

happy faces around the page. These additions make it very difficult to read the 

message; practice good e-mail etiquette and just leave the background white.  

 Don't leave the subject line blank. This helps the receiver to know what the message is 

about. It may also help you locate a specific message later in your inbox or sent folder. 

 Keep your personal information private. Never give out your phone number or other 

personal information without confirming you are communicating with a trustworthy 

source.  

 Keep abbreviations to a minimum. Although it is fun to use acronyms like, LOL (laughing 

out loud) and BRB (be right back), when chatting online; it is not really good etiquette to 

do this in an e-mail. You should not assume that the e-mail recipient will know what they 

mean.  

 

There are some simple rules that you should follow 

when composing your e-mails encouraging polite 

behavior when online or using e-mail. This is referred to 

as net-etiquette or 'netiquette'. 

Handout sheets like this 
one outline some basic 
rules to follow while 
working online. 

Students practice email 
etiquette by composing and 
replying to messages. Sam
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