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Dos and Don’ts for Email Use

Think about how you and others on your team use email. How can you use these 
guidelines to eliminate email abuses?

1. Establish clear expectations for email response time. Do not expect 
emails you send to be responded to immediately. Do expect emails to be 
responded to within 24 hours.

2. Always be polite. Do not use CAPITAL letters. It is like shouting at other 
team members. Do not use a caustic or sarcastic tone. Do not complain 
about team members or the team’s work. If you have a complaint, call the 
person. Do say thank you at the end of each email. Do use a greeting at 
the start of the message that acknowledges the person’s name.

3. Never use the blind copy (BCC) function. A successful team must be 
transparent. If you have a concern or need to CC someone, then make 
sure everyone in the email knows who has been informed on the issue. 
Do CC only those people who really need to know.

4. Keep emails short. Do not send long emails concerning multiple issues. 
Do send emails that are crisp and to the point. Do be clear about the 
purpose of the email. Is it FYI and needs no response? Does the recipient 
need to provide input or take action?

5. Seek permission to forward an email. Do not forward an email you have 
received without permission to do so from the sender. The sender may 
have written you a private message that he or she was not intending 
for others to see. Do be sensitive to the length of email you choose to 
forward to others.
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