
Business
Email
Etiquettes
Important things to keep in mind to write a good
email. Some tips for effective business email writing.



Before we begin, we have to answer few
questions...



WHAT are the results we
want to achieve with this

email business?



WHO is going to be
impacted because of your

email actions?



Poor writing damages reputations. Poor
writing reflects badly on you and your
organisation.

 
As a result, business efficiency is lost as are opportunities to connect and
build relationships with clients, colleagues and collaborators. Using active
voice can considerably improve your writing and therefore your
relationships.



WHEN do you have to
mail?



WHY do you have to write
a good email? Whats the

difference?



If you want to earn the respect as well as
the trust and confidence of whom you are
writing, then you must learn how to write
well, and make a conscious effort to
improve your writing skills constantly.

You are what you write, so please learn to
write well!



WHERE are you going to
use all the things you

learnt?



When your 
"WHY" 

is big enough, 
you will find your 

"HOW"



HOW can we write a good
business email?



Writing a good email is a combination of following skills:

1. Reading skills

2. Writing skills

3. Listening skills

4. Speaking skills

we will find out 'how' in the coming slides...



Yes, writing an email is all about putting your
thoughts into words and the four basic language
skills: reading, writing, listening and speaking helps
in honing your skills.

The skills work in pairs. When you’re reading or
listening, you’re consuming a language.

However, when you’re writing or speaking, you’re
producing a language.



Let’s take a look at how you can strengthen each
individual skill, to ensure that you’re making the
most out of your practice to produce a good email:



Reading: Books (paper or digital), comics,
newspapers, magazines, blogs, articles etc

Writing: Start a blog, write a journal, stories etc

Speaking: Builds confidence when you talk to yourself
or to anyone in front of you. Practice is important

Listening: To have a conversation with someone it’s
useful if you can understand what they’re saying.
Watch news channels, documentaries, movies with
subtitles, read aloud and listening to yourself



Think about the purpose of the email. 

Think about the person who will read the
email and how you want him or her to react. 

Make an outline or list of the main points and
details you want to include in the email. 

Double check any facts, dates, times, or other
specific details that will be included in the
email.

Always remember



Team Meeting Changed to 3:00 pm
Birthday Party Invitation
Blog Content Revisions
Draft Audit Copy for Review
Proposal for Accounting

Time Sheet Submission - Email by June 11, 2019
Deadline for Review - Need Reply by Tuesday

“Do have a clear subject line” 

The subject line of your email should briefly capture the essence of your message.
Here are a few examples:

You can also write subject lines to make them more effective if you want the
recipients to take any action, such as:



“Don't forget your signature” 

Every email should include a signature
that tells the recipient who you are and
how to contact you. Set it up to
automatically appear at the end of each
email. Include all of your contact
details so the recipient doesn’t have to
look up your address, email or phone
number.



“Do use a professional salutation” 

When addressing people you don't know well or at all, or with
whom you only have a formal relationship, address them by
their title and last name, unless they have asked you to do
otherwise. For example, say "Dear Mr. Lloyd" or "Dear Ms.
Sangeetha”.



“Watch Your Tone & Be Concise” 

Tone is how you can express your attitude in an email message. It influences how it
is received. You usually want to make sure to come across to the recipient as
respectful, friendly, and approachable. You don't want to sound demanding.

Never send an angry email, or give a quick response. Give your message some
thoughtful consideration before sending it. 

When writing to someone with whom you've communicated before, begin by
saying something friendly like "I hope you are well.”

If you want to allow your recipient to read your message quickly—and still
understand it—you must keep it brief.

Make sure your message clearly conveys your reason for writing it in the first place.

Include the subject and any references to previous emails or conversations.



“Do reply to all emails & Answer Swiftly” 

Give a timely and polite reply to each legitimate email addressed to you. 

Even if you do not have an answer at the moment, take a second to write a response
letting the sender know you received their email. This will ease their mind because
they are expecting your response. 

If you need more than 24 hours to get information or make a decision, send a brief
response explaining the delay.



“Don’t write in CAPITALS” 

IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING!! This can be
highly annoying, difficult to read and might trigger an unwanted response in the
form of a angry mail (you get yelled back at!). 

Therefore, try not to send email text in capitals.



Remember to say 
"please" and "thank you” 

wherever required. 
And mean it.



ASAP - As Soon as Possible
BTW - By the Way
EOD - End of Day
FYI - For Your Information
Y/N - Yes or No 

“Use Acronyms Sparingly” 

Not everyone is acquainted with every acronym, so use as few of them as possible,
and only when you're sure the recipient knows what they mean. Having said that,
there are a number of acronyms commonly used in business email correspondence.
Here are a few:

And emoticons, such as the smiley :-) don't belong in business email unless a
relaxed form of communication has long been established with the customer. 



Thanks or Many Thanks - If you're asking a favor
Sincerely - If your message is formal
Best Regards or Kind Regards - If you want to maintain a formal business tone 

“Choose an Appropriate Ending” 

Sometimes, it's hard to know how to end an email message. Here are a few
suggestions, based on the situation (personal and professional):



Organise your thoughts and points
Focus your reader's attention on key points
Condense detailed or complicated topics
Simplify the skimming process for busy readers
Enhance visual appeal

“Bulleted and numbered lists are great for many reasons. They
help you to:” 



Review the message. Is there anything unclear, or are there any grammatical
errors or typos? Now's the time to fix them.
Look at the recipient names. Did you forget an important person who needs to
see the message too?
Look at your own address. If you have more than one, be sure you're sending it
from the most appropriate one for the purpose of the message.
Does the message need to be tagged as "important"? Go ahead and do it now.
Did you forget the attachments? Add them now.

“Review Your Message Before You Send” 

So you've entered your recipients' addresses, created an appropriate subject line,
written your message, and attached a couple of supporting documents. Great. Now
go back and make sure you did it right:

Now you can click Send with confidence. 







These are the basic email etiquettes to keep in
mind whenever you write an email. Do not

compromise on your basics.



"People do not decide
their futures, they decide

their habits and their
habits decide their

futures."





No effort, no result



Life is pretty simple.
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