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Consider all e-mail messages like old-fashioned internal or external memos and letters, which 
they are. Always reread an e-mail at least once before sending to make sure you've made your 
point clearly.  

Don't overwrite. People are busy and only want the "need to know" information.  

Keep e-mails "modulated" and professional by avoiding humor, exclamation marks and pictures 
of any kind.  

Teleconferencing. Don't be shy about using teleconferencing, which saves everyone time and 
money.  

When having a teleconferencing meeting, remind participants a few days before the call of the 
date, time, topic and duration of the e-meeting.  

Send everyone participating in the call an agenda beforehand.  

Take a roll call at the beginning of the call and let all the participants introduce themselves and 
explain their reason for participating. Have the participants identify themselves (again) when 
they speak.  

If someone arrives late wait for an opportune time to introduce the person. If you're the late 
arriver, wait, apologize for being tardy and then introduce yourself.  

Internet Newsgroups: Take time to learn about a newsgroup by visiting the site so you know 
what issues the group is discussing.Familiarize yourself with the newsgroup by reading their 
FAQs. Stick to the group's subject matter or you'll find yourself being flamed (i.e, ridiculed 
online for your lack of intelligence and understanding).  

While most newsgroups tolerate moderate levels of self-promotion, avoid too much self-
promotion or repeating the same message over and over.  

The value of a newsgroup is that it provides access to expertise from a variety of sources, so by 
all means participate when you can.  

Bottomline: Horray for technology, but don't forget that etiquette basics never go out of style; 
they just get reformatted. E-etiquette is much more than being correct and polite because that's 
the right thing to do. Correct e-etiquette is smart business.  

 
  

Pamela Eyring is Owner and Director of The Protocol School of Washington. E-mail: 
Info@psow.com Web site: www.psow.com. 

 


