
Email Guidelines                                                           
& Tips 

Emails are best used for: 

• Short concise messages 

• Official requests and updates 

• Providing extra resources and  

a achments 

• Scheduling appointments 

• Never use email for long complex    

messages or nega"ve informa"on 

• Crea"ng documenta"on for future    

reference  

Order of construc"on for an 

email: 

1. A achments 

2. Subject line 

3. Gree"ng 

4. Message 

5. Closure 

6. Signature line 

7. Recipient email address 

General Tips: 

• Don’t send emails when upset 

• Avoid Reply All 

• Use a professional email address 

• Name your a achments to         

prevent confusion 

• Don’t include “Sent from my 

phone” 

• Humor is not conveyed well in 

email 

• Emails are official communica"on 

and may be stored, so write      

professionally    

 

Tips for emailing         

professors: 

• Include the course 

and sec"on in the 

subject line 

• Provide adequate 

details  

• Don’t ask complex 

ques"ons over 

email 

 

Example email message to employer 

Example email message to professor 

Messages To Employers: 

• Use full names and formal 

gree"ngs 

• An"cipate and answer 

ques"ons  


