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Professional E-mails: Quick Reference

Keep the Mail Short and To-the-point
You should be very careful of the valuable time of your recipient. Make the emails you sent as short and to-the-point as possible. Do not, however, skip any necessary information.

Subject and Reference
Nowadays, email communication is more like a conversation, with several emails exchanged between both parties. When you send a new mail, make sure to include at least the last communication within it. Also, make sure the subject correctly explains the cause of the email. If any of the prior communication is not available, then specify the detailed subject with your relationship with the recipient in the email.

Emoticons (smileys) and Short Forms
Do you use such sentences as: “Hey Jim, I would like to offer u guest posting on my blog. Check this out!” Cool huh? ;-) You are using short forms like ‘u’ for ‘you’ and smileys (;-)) in your email. Professional e-mails should not include short forms, and reduce the number of smileys. ( 

Shouting With Capitals
When you type, words that have all capital letters are often interpreted as shouting by many people. So, REFRAIN FROM SHOUTING AT YOUR RECIPIENTS.

Addressing the Recipient
Always address the recipient with his/her name. Make sure you don’t send an email to a general person. General emails are highly unprofessional. Even email newsletters you receive from professional publishers are directed to you. When emailing an adult, it is always best to address them by Mr or Ms., unless they’ve specified that you call them by their first name.

Do Not Send/Forward Generic (Spam) Emails
Generic emails sent to a number of people is regarded as spam. Refrain from this. If you send the emails to people you are not allowed to send, then absolutely refrain from this. People can report your email address as spam with FTC (the Federal Trade Commission) of the US.

Timely Replies
Are you replying to your emails within at most two days? If not, then you should make big changes to your e-mail etiquette. It is unprofessional to reply an email after a week from the date of receiving it. It may well have become irrelevant by that time.

Tone
Re-read your email to see what the general tone of it sounds like. Do not send any email with any unprofessional tones that can be misinterpreted. Also, avoid any tone of self-promotion in excess in your email.

The Text Characteristics
Are you using too small or too large fonts, garish colors, different color for different blocks of text, etc? Refrain from this. The whole email has to be formatted in single font, and should follow a single color (with the signature formatted in a lighter shade). Black colored text formatted in fonts like Verdana, Arial, Times New Roman, etc., are considered most professional. The font size should be set in a readable level. Fonts like Comic Sans, Windings, etc., are totally inappropriate for professional emails.
