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E-mail etiquette

E-mail etiquette tips

Your correspondence with your professors tells a lot about you. Properly written e-mails convey respect and show your writing abilities. You need to be aware of and use proper e-mail etiquette with college personnel.

When e-mailing your professors, consider these points:

· Use your college e-mail when e-mailing professors.

· Avoid using slang, text message abbreviations and acronyms.

· Keep your tone positive and professional.

· Avoid emoticons (such as ().
· Use an appropriate greeting such as “Dr.” or “Professor” and then their name.

· Include an appropriate subject line.

· Include your class name and time it meets at the end of your e-mail.

· Proofread your e-mail before you send it.

· Use spell and grammar checks.

· Refrain from using all upper case letters – implies that you are shouting.

· Use appropriate punctuation.
· Avoid using too many exclamation points.
· Thank the professor for his or her time and consideration in responding to your e-mail. 

Example of what not to do

To: 
professor@college.edu

From: 
lovetodance@yahoo.com

Subject: 
Class!

Cc: 
mymom@hotmail.com

Attached: 
agoodjoke.doc; lateassignment.doc; mydog.jpg;

WHEN CAN I MEET WITH YOU? I SENT YOU AN EMAIL YESTERDAY. DID YOU GET IT? THANX!!! :)

Your e-mail should look like this

To: 
professor@college.edu

From: 
BSmith@college.edu

Subject: 
PSYC 101 - textbook

Cc:

Attached:
Professor Rosenblum,

I am enrolled in your PSYC 101 class this fall and need to get the textbook in an alternate format. If you have decided on the textbook for the course, could you please send me the title and ISBN number so I can purchase the book and have it available in an alternate format in time for the class to begin? 

I appreciate this information very much and I look forward to meeting you in class.

Sincerely,

Bob Smith

Introduction to Psychology

MWF 10-11

My practice e-mail to a professor

Write a short e-mail to a professor asking to set up an appointment to discuss your exam results 
or accommodations. Refer to the tips on this worksheet.

To: 

From: 

Subject: 

Cc: 

Bcc: 

Attached: 
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