Should | Send An Email?

< - \

If you require a fast response, an
email may not be the best tool. Think

L 3 Yes —— 3| about calling or messaging on Teams
instead, or even speaking face to
face if this is practical.
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()

Is it really
urgent?

4 )

Choose a subject line that's short

Does it have a and informative, and include any
meaningful @ deadline for action and response.
subject line? Emails with no or poor subject lines

are more likely to end up in the trash.
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Yes
{} )
Is vour Avoid writing lengthy emails - PRESS
me;lsa e the message or call to action SEND!
short anigj to @ could become lost or confused '
the point? Keep it simple -write for
P ) 'scannability’.

J
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{_} ( STOP! \

Don't send when

Have you Is it Are you you're seething!
cSheeclIl(itra]d );(:]L(]jl’ ::> Yes El|> taodtdhr:?;s,er:ﬂt ::> Yes :|l> ﬁre;/:uogg; angryor |—>» Yes | —>» Give yourself time to
p g g g anyone: upset? cool down. You may
grammar? person? L
<— regretreplyingin

i X L anger. y

@ Yes

Stop and check! Stop and check! Stop and check! Are you sure?
Make sure that you have Beware of autocomplete Do they really need to see Some people receive
checked spelling (including and 'reply all'! it? Sending unnecessary Yes hundreds of emails every

names), grammar and Check all recipients emails is spamming and day. Don't add to email

formatting before sending wastes time and money overload!





 
   
     
       
         
         
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
               
               
            
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
      
    
  




