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EMAIL ETIQUETTE – CHECKLIST 
By: Paul J. Unger, Esq. 

v SPELLING AND GRAMMAR: 
Ø USE PROPER SPELLING AND GRAMMAR. EMAILS THAT HAVE PROPER SPELLING AND 

GRAMMAR ARE MORE PROFESSIONAL AND EASIER TO READ. IT WILL ALSO REDUCE 
THE RISK OF MISUNDERSTANDING, WHICH IS QUITE COMMON WITH EMAIL 
COMMUNICATION. 

v ALWAYS INCLUDE CONTACT INFO: 
Ø ALWAYS INCLUDE YOUR CONTACT INFORMATION IN YOUR SIGNATURE, EVEN 

YOUR REPLIES. IT JUST SAVES EVERYONE TIME. 

v WHEN IN A HURRY, BE EXTRA CAREFUL: 
Ø WHILE WE ARE ON THE ROAD, IT IS REALLY EASY FOR US TO SKIM AN EMAIL AND 

MISS SOMETHING THAT IS VERY IMPORTANT. SOMETIMES IT IS BETTER TO WAIT 
TO REPLY UNTIL YOU HAVE A MOMENT TO READ THE EMAIL CAREFULLY. FAILURE 
TO DO SO CAN END UP COSTING A LOT OF PEOPLE, INCLUDING YOURSELF, A LOT 
OF TIME, MONEY AND DRAMA. 

v DON’T BE RUDE: 
Ø REMEMBER THERE IS A HUMAN BEING ON THE OTHER END OF THE EMAIL. IT IS 

EASY TO FORGET IN THIS AGE OF ELECTRONIC COMMUNICATION. IT IS PRETTY 
EASY TO BE RUDE WHEN YOU AREN'T LOOKING AT THEM IN THE FACE. 

v NEVER SEND AN ANGRY EMAIL: 
Ø NEVER SEND AN EMAIL IF YOU ARE ANGRY OR FRUSTRATED. WAIT 10 MINUTES, 

AN HOUR, OR EVEN OVERNIGHT IF NECESSARY. BETTER YET, MANY TIMES IT 
MIGHT BE BETTER TO PICK UP THE PHONE AND HAVE A LIVE CONVERSATION. 

v USE A SUBJECT LINE: 
Ø CLEARLY DESCRIBE THE MESSAGE CONTENTS IN THE SUBJECT LINE. A CLEAR AND 

CONCISE DESCRIPTION HELPS EVERYONE ORGANIZE THEIR INBOX. 

v DON’T PUT THE WHOLE MESSAGE IN THE SUBJECT LINE: 
Ø CONTRARY TO SOME ADVICE, DO NOT START TYPING YOUR MESSAGE IN THE 

SUBJECT LINE. I KNOW SOME HAVE RECOMMENDED THIS AS A TIME-SAVER. IT 
CAN BE, BUT IT IS ALSO MORE DIFFICULT TO ORGANIZE AND FIND EMAIL 
DRAFTED IN THAT MANNER. 
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v EMAIL IS OFTEN MISINTERPRETED: 
Ø THERE ARE MANY STUDIES WHICH INDICATE THAT 50% OR HIGHER OF EMAILS 

ARE MISINTERPRETED REGARDING TONE. 

Ø THEREFORE, IT IS IMPERATIVE THAT EMAIL (AND INSTANT MESSAGES, FOR THAT 
MATTER) ARE CAREFULLY WORDED. WHEN APPROPRIATE, YOU SHOULD ALSO 
CONSIDER USING EMOTICONS IN ORDER TO CLEARLY CONVEY TONE - ;) 

v BEWARE OF FORWARDING EMAIL: 
Ø BE CAUTIOUS OF FORWARDING EMAILS. READ THE ENTIRE EMAIL FIRST. THERE 

MAY BE DEROGATORY STATEMENTS FROM OTHERS DEEP IN THE STRING. 

v BE CAUTIOUS ABOUT BLIND COPYING: 
Ø YOU CAN'T TRUST THE RECIPIENT TO NOT HIT REPLY TO ALL! YOU ARE PROBABLY 

BETTER OFF SENDING THE ORIGINAL AND THEN FORWARDING A COPY TO 
DESIRED PARTY.  

v AVOID LARGE ATTACHMENTS: 
Ø BE COGNIZANT OF SENDING LARGE ATTACHMENTS TO PEOPLE. SEND LINKS 

WHENEVER POSSIBLE USING A CLIENT PORTAL OR A SERVICE LIKE DROPBOX, BOX 
OR CITRIX SHAREFILE, WHEN APPROPRIATE. 

v ONLY COPY PEOPLE WHO NEED TO SEE IT: 
Ø DON'T CC PEOPLE OR REPLY TO ALL UNLESS IT IS ABSOLUTELY NECESSARY. YOU 

KNOW HOW MANY UNNECESSARY EMAILS YOU RECEIVE A DAY. DON'T BE PART OF 
THE PROBLEM – BE PART OF THE SOLUTION. 

v DON’T FORWARD JUNK: 
Ø DON'T FORWARD JOKES, SPAM OR CHAIN MESSAGES. 

v NO CAPS: 
Ø DON'T TYPE EVERYTHING IN CAPITALS. IN WEB-SPEAK, THIS IS EQUIVALENT TO 

SHOUTING! IF SOMEONE DOES THIS TO YOU, IT PROBABLY MEANS HE/SHE THINKS 
YOU ARE AN IDIOT. 

v DON'T FORWARD VIRUS WARNINGS: 
Ø 99.9% ARE HOAXES. IF YOU ARE WORRIED ABOUT A VIRUS RUMOR AND WANT TO 

CHECK, GO TO WWW.SNOPES.COM TO VERIFY IF THE WARNING IS LEGITIMATE. 


