The Ultimate Email Guide

10 Top Tips To Help You
Write Better Emails

@ @grammarandflow



The Ultimate Email Guide

. Craft a compelling headline
. Keep the message focused

. Avoid attachments

. ldentify yourself clearly

. Be kind; don’t flame people
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6. Proofread everything

7. Never lie or assume privacy
8. Adapt your response style
9. Respond promptly

1

0.Show respect and restraint
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1. Craft a compelling headline

Take a moment to write a subject line ® Subject: “Quick Question”
that accurately describes the content
and gives y()ur reader a reason to open [f fﬁe qu.esfion is quick why not just ask it in the
your message. subject line?

A vague or blank subject line is a missed @ Subject: “10 confirmed for Friday —do we
. . need a larger room?”
opportunity to inform or persuade your

reader. Upon reading this revised informative subject line
the recipient immediofe/y starts Thinking about the
size of the room not about whether fhey should

Remember — your message is not the open your email
only one in your recipient’s inbox.

A clear, compelling subject line helps a
busy professional decide that your email
Is worthwhile.
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2. Keep the message focused

Get to the pOint qUiCkly. To: andile@webco.com

From: lebo@webco.com
Subject: Website Request

Why are you writing? Are you responding
to a request? Apologizing for an error? o | |

. . . . | would be very much obliged if, at your earliest convenience,
ASkI ng the recCl plent to ta ke some action? you could send me the current password for the website. |

look forward to your response. Have a nice day!

Dearest Andile,

Yours truly,

. State your purpose for writing. Lebo
. Avoid fluff — get to the point.

To: andile@webco.com

. Use lists for easier reading. From: lebo@webco.com

:
2
3

o o Subject: Need sit d ASAP
4. Be polite but firm. ubject: Need site passwor

Hi Andile,

5
6

. Proofread everything.
. . The site is down, but | can’t troubleshoot it without the new
. Avoid fancy fonts and formatting. password. Do you know it?

- L
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3. Avoid attachments — copy & paste key info

Rather than forcing your readers to @ To: [Company Mailing List]
. From: manhager@cateringqueens.com
download an attachment and open it Subject: You should all read these books
IN a Sepa rate prOg ram, co py and paSte Hi, team! Sending some PDFs on email etiquette that | think
the key pa rtS Of the dOCU ment into your you'll all find useful. Please see attached files.

messadge. Attached:
g e Big Massive File.pdf (356 MB)

e Rather Hefty Tome.pdf (273MB)

: e [.]
Attachments consume bandwidth,
To: [Company Mailing List]

May carry viruses, and may not render From: manager@cateringgqueens.com
pr()perly on your recipients' deViceS. Subject: Quick email tips - workshop soon?

Hi, everyone. Came across some email tips | thought I'd
share. Here are some key bits from the attached file:

Give them the key info and let them read | | o
. - Write a meaningful subject line.
the rest when they have time. . Keep the message focused and readable.

. Avoid attachments.

- [..]

Would love to do a quick session on these tips soon - let me
know if anyone is keen.
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4. ldentify yourself clearly

Busy people don’t enjoy getting cryptic To: Dr Mo
. From: fOnkaDOnka1997@hotmail.com
messages from unrecognized senders. Subject: [Blank]

Yo doc im goin 2 miss da workshop, whats da topic

Introduce yourself and sign off in a

professional manner for the first few To: Dr Mo |
. From: trevor.moyo@gmail.com
messages. After you have established Subject: Workshop Absence, Aug 15

rapport, you can drop the salutations Hi Dr Mo,
("Dea I M I. X," ! Kl nd l‘ega rd S;" etC.) This is Trevor Moyo — | attended your Intermediate Writing
Workshop recently.

I - - Due to unavoidable work commitments this week, I'll be
It hel pS tO have a prOfeSSK)na.l IOOkIng . absent from the workshop session on the 15th.
emall address. It's probably time to retire
that long, weird-sounding one you
created in high school.

| will attend the next one on the 17th.
Thanks,

Trevor Moyo

hello@grammarandflow.com f . in @


mailto:hello%40grammarandflow.com?subject=Just%20read%20your%20Email%20Guide
https://facebook.com/grammarandflow
https://twitter.com/grammarandflow
https://linkedin.com/company/grammarandflow
https://instagram.com/grammarandflow

5. Be kind; don't flame people

Never hit "Send" while you're still angry. o AT E e @ el eeaerin

From: thabang.malope@digico.com
Subject: RE: Ongoing Problems with Project

Feel free to type out your most heated

Hi Deon,
response — then delete it and write | |
. . . | cancelled Wednesday’s workshop since you told Zee you
el Calmer version. FOCUS on prOV|d | ng didn’t need extra training. If you'd like to reschedule it, we
. . o o can CC Zee on this thread since she will have to approve the
SOIUtlonS, nOt pOl ntl ng fl ngers. budget. Meanwhile, | can loan you my copies of the manual,

or we can look into shifting the work to someone else. Let
me know what you’'d like me to do.

You should also set "delay timers" on all
outgoing messages. This gives you time

— Original message -

To: thabang.malope@digico.com

to stop a potentially damaging email From: deon.ntshingana@digico.com
from being sent - Wh|Ch may save your Subject: Ongoing Problems with Project
o A o Dude, I've been trying all morning to get in touch with you,
career. AS Of thlS ertl ng, Gmall and what is wrong with your phone? I'm having a tough time on
- o . this project. I've never done this particular task before and
OUtIOOk bOth have thls fu nCtlonaIIty° you added it to my plate so | think the least you could do is

take some time to explain it again.
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6. Proofread everything

Make your message look professional.

Sending an email with typos denotes a
lack of attention to detail. This doesn't
look good for you or your brand.

If you are sending an email to a higher-
up, a sponsor, or to thousands of people,
take an extra minute to check your

grammar and flow before you hit “Send”.

Show the final draft to a close associate
to see If it still reads well.
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To: john.doe@grammarandflow.com

From: sales@winterwarmers.com

Subject: SALE—20% OF! BUY NOW

Hi <fristhame>!

We're curently running a huge promo on our latest line and
wanted you to take avandtage while you still can! Simply
cilck this link to claim your cupon: <broken.url>

To: john.doe@grammarandflow.com

From: sales@winterwarmers.com

Subject: Get 20% Off Your Next Cardigan

John — winter is coming, and we want you to warm up with
our hottest sale.

Grab your next cardigan at a whopping 20% off — only on
our website:

<valid.url>
Stay warm,

Karen McLaren from WinterWarmers
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7. Never lie or assume privacy

Assume everyone in the company can To: jane.cochrane@winn.com
(and Wi") read your email From: chris.solis@winn.com

CC: hr@winn.com; finance@winn.com; legal@winn.com
Subject: RE: Order Quotation

Don’t send anything over email that you

wouldn’t want pOSted on a billboard You stated in your email below that the supplier quoted us

o - R20,000 for the order. Their sales team just sent me a copy of
Wlth you  Nadame attaChed tO |t. their original quote, which indicates only R13,000. Could you

please explain this discrepancy and tell us who "John" is?
Email is not secure. |.T. departments - Original message -
commohnly have access to any and all To: chris.solis@winn.com
. . From: jane.cochrane@winn.com

MesSages 1N your work email account. BCC: john@janessecretcompany.com

Subject: Order Quotation

Hi Chris, please see attached the new quotation — they're

Be hOneSt in yOLII’ emails- If yOU Ile or charging us R20,000 and | couldn't negotiate a lower fee.
stretch the truth, email threads @ can be
dug up later and used against you.

I'll quickly handle payment and ensure delivery.

Jane
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8. Adapt your response style

Tailor your response to the topic and es odesiGET TR SeaEs

o o From: sue.purdue@grammarandflow.com
recli Plent- Subject: Job Application: Comms Head

Hey, thanks for the chat earlier. Lemmme know the outcome!

When emailing a friend about weekend
plans, it's okay to use emoji and
To: hr.dept@hammerandblow.com

abbreViatiOnS (LOL, BRB, etC.). From: sue.purdue@grammarandflow.com
Subject: Job Application: Comms Head

- Sue xx

When emailing your regional MD, a Dear Maggie & team,

p()tential SanSQr or the H R Manager of Thank you all for your time earlier today. As | mentioned in
’ the interview, | admire how quickly your startup has risen

a com pa ny yOulre Sl pplyl ng t(), the same within the DIY tools sector. With six years of comms and

editing experience, | feel I'd be a good fit for the role.

behaviour comes off as unprofessional.

| look forward to hearing back from you.

Know when to be formal and when to be Regards,

infOrmaI Sue Purdue

Senior Editor @ Grammar & Flow
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9. Respond promptly

Respond to all emails within 24 hours.

If you want to appear professional and
courteous, respond as promptly as
possible to your online correspondents.

Even if your reply is, “Sorry, I'm too busy
to help you right now. I'll get back to you
later,” at least your correspondent won't
be waiting in vain for your reply.

Keep an eye on your spam and junk
folders for important mail @ you might
have missed.
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To: karina.frans@facepook.com

From: petrus.kapofi@ringedin.com
Subject: RE: Application: Digital Manager
Date: 08 August !

Hi Karina,

Sorry, just seeing this — it was in my Spam folder. Is the
vacancy still open?

Petrus

— Original message -

To: petrus.kapofi@ringedin.com
From: karina.frans@facepook.com
Subject: Application: Digital Manager
Date: 09 July

Hi Petrus,

We are pleased to inform you that you have been shortlisted
for the role. Are you available for an interview on Thursday?

Karina Frans
Head of HR @ Facepook
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10. Show respect and restraint

-I - DOnlt "Reply AII" if yOur message iS To: engineering@hq,com

not relevant to everyone in the thread £rom: ceo@ha.com

y Subject: Departmental retrenchments
Hi all — Due to the recession, we are retiring certain roles
: : : company-wide, starting with the Engineering dept. HR wiill

2' ASk '[:.Or permISSIOn befo re fO rVV.a rd I.ng advise you on next steps. Thank you all for choosing HQ.

emalls — unless you're forwarding it to Regards

someone who can directly help. Katlego Coetzee — CEO

From: ceo@hqg.com
. CC: hr@ohqg.com
3. Use BCC (nhot CC) when sending BCC: engineering@hg.com

1t i Subject: Departmental retrenchment
sensitive info @ to large groups. ubject: Departmental retrenchments

: : Due to the recession, we are retiring certain positions
4’ Let COOIGr heads preva”' If yOu thlnk company-wide. Your role is unfortunately one of them. We
’ : d | t thi d Id like to thank f
you've been Insulted, quote-reply the service. HR will advise you on next steps. All the best.
comment with, “I'm not sure how to
Interpret this... could you elaborate?” Regards,

Katlego Coetzee — CEO
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2 Delete most of$\



Loved this guide?

Follow us on social media for more
(c/ick icons to open /inks)

fAv]indlO

We write, edit and revamp:
- Theses and dissertations Contact details
.CVs & LinkedlIn profiles

-Proposals & reports grammarandflow.com
-Books & scripts hello@grammarandflow.com
-Websites
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