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The e‑mail follows protocol to ensure that e‑mail remains a viable medium for business communication.

· The e‑mail accomplishes the writer's business objectives.
46

· The writer responds promptly to every e‑mail, unless unavailable.
61

· The writer sends only e‑mail with important information that is appropriate for the e‑mail medium.
54

· The writer avoids sending copies unless receivers must read the copies.  
54

· The writer gives closure to all e‑mail dialogues (series of e‑mails) with some closing remarks showing that the writer will not continue with the dialogue.
66

· The e‑mail does not contain humor unless the writer knows the reader intimately.
85


· E‑mail never contains angry words, innuendos, sarcasm, hyperbole, or facetiousness.
85

The e‑mail provides readers with everything they need 
to achieve the writer's business objectives.

· The e‑mail suits the reader's knowledge, education, technical expertise, need for concrete explanations, and need for depth of knowledge.
48

· The e-mail gives readers everything they need to be successful in achieving the business objective, with no unnecessary information.
54

· An e‑mail responding to a request provides what the requester asked for, under the conditions the requester specified.
61

· Readers receive information at the specific points where they need it for maximum understanding.
67

· When readers have differing needs or abilities, different versions or sections of the e‑mail match the readers' needs and abilities.
69

· The e‑mail presents topics in the same order throughout and links all the contents in each part.
72

The e-mail has explicit introductions to the message.

· A subject line alerts the reader to the contents, required action, or critical information in the e‑mail.
92

· The e‑mail begins with a salutation.

· The introduction explains everything readers need to know to be able to understand why they are receiving the e‑mail now.  
94

· The introduction contains descriptions of any actions the reader is expected to perform and critical information the reader must remember.
100

· If the e‑mail contains conclusions and recommendations, they are in a summary at the beginning.
101

· A clear statement of the contents is provided at the end of the introduction.
105

The e‑mail has a clear framework that guides readers through the information.

· Content is in clearly defined information blocks.
112

· Each information block has an explicit opening statement.
118

· For longer lists, the e‑mail has opening statements of the contents and explicit openings for list items.
123

· Shorter lists are broken out with numbers and bullets.
129

· The e‑mail presents information in a clear visual blueprint so readers can see the organization as they read.
143

· Matrix data is formatted so the reader can read it easily.
154

· The e‑mail ends with a conclusion that helps readers achieve the business objectives.
157

· When appropriate, the e-mail includes a feedback loop that reflects the importance of the content and the reader.
159

· The e‑mail contains contact information.
158

The e‑mail contains explanations that are so clear they cannot be misunderstood.

· Problems and issues are described concretely, in detail.
166

· Requests in the e‑mail state directly, unambiguously, and completely what the writer is requesting.
169

· Key terms are used consistently.
171

· The e‑mail fully explains the concept behind every new key term as the reader encounters it.
174

· Every explanation is focused.
178

· The e‑mail communicates technical subjects clearly to non‑technical readers.
183

· Instructions and procedures are complete and concrete. 
192

· The e‑mail provides sufficient, relevant evidence for statements.
199

The e‑mail has clear, concise paragraphs, sentences, and words.

· The writing is concise.
208

· Clear, effective paragraphs help readers identify, understand, and 
remember concepts.
216

· The sentences are complete, simple, clear, and straightforward.
221

· Only simple punctuation is used.
229

· The e‑mail contains words every intended reader will understand.
237

The final draft of the e‑mail has well-written sentences with correct usage.

· The sentences are well written with correct usage.
257

· The formatting makes the text as readable as possible.
262

The e‑mail messages help develop cooperation, continuous enhancement of writing, and expectations for quality.

· Thanks, commendations, and genuine statements of good will are included when appropriate.
77

· When the reader's attitude might be negative, the e‑mail includes a buffer or other measures to help mitigate the reaction.
78

· The tone and level of formality fit the objectives and readers.
79

· The e‑mail asks for and gives feedback on the clarity and relevance of e‑mails and writing.
81

Using These Standards
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