To: 
John R. Houston

Cc:

From: 
Sender@isp.net

Subject: 
E-Mail Tips

John,
Here are some suggestions for your electronic messages.

Use correct grammar and punctuation. Also, do not take unorthodox shortcuts: follow standard rules for capitalization, and do not abbreviate unnecessarily. Keep information short and to the point. Also, don’t press the send button if you have any doubts about your message. If you feel unsure, either save your message as a draft or make a phone call.

Resist the urge to add “personality” to your business communications by using emoticons such as smiley or sad faces [ :) or :( ], and do not use slang or abbreviate unnecessarily. Since your message can be forwarded up the chain of command, always keep your messages professional in tone and appearance.
