E-mail Etiquette

Some people forget their manners when using e-mail. Folks who wouldn't dream of being rude to others in a face to face environment think nothing of firing off a "flame" ('net-talk for an angry outburst) via e-mail. 

It's like what happens to some people when they get behind the wheel of a car. Otherwise mild-mannered drivers utter expletives or make obscene hand gestures when something doesn't go their way in traffic.

Bad manners when using e-mail run the gamut from people who are mildly annoying to those guilty of criminal harassment. The former should be ignored or given gentle reminders. From my experience, many shape up once they realize the error of their ways.

Those who deliberately harass can be brought to the attention of their supervisor and if what they're doing is bad enough they can be warned, either verbally or in writing, in some cases, terminated. Check The MarketFare Foods, Inc Information Systems Policies and Procedures for more information.

Here are some guidelines for keeping e-mail civil. 

· Know your recipient. Different people have different ideas of what is acceptable. Find out and respect each person's wishes.

· Don’t use ALL CAPITAL LETTERS, it implies yelling, anger or frustration.

· Be careful of what you forward to others. The preceding text of the e-mail may be confidential or offend someone or excess information the receiver does not need.

· Avoid sarcasm, unless you're sure it will work, and think very carefully before using e-mail to express anger. With e-mail, once it's sent, it's gone. 

· Be careful about your written humor, some forms of humor, which can be misinterpreted. Unlike face-to-face meetings or phone conversations, there are no visual or oral clues to provide a sense of what is going on.

· Be respectful and exercise good taste. An e-mail is not a license to abuse or insult people.

· Be succinct and considerate of the recipient's time. E-mail messages work best if they're short and to the point.

· Don't send copies of e-mail to people unless they need to be copied. In addition to cluttering up their mailboxes, it can place them in an awkward position, making them feel as if they have to do something with the information. It also can be intimidating to the main recipient.

· Be careful with your address book. It's easy to accidentally send a message to the wrong person. It could be embarrassing.

· Don't send attached files unless you have a very good reason and only if the person is expecting them.  Attached files -- Word documents, spreadsheets and software programs -- can carry viruses and clog up network bandwidth. They take a long time to download which can an inconvenience the person who receives them.


· Don't be a spammer. 

· Be aware that e-mail can be archived and, under certain circumstances, may not be secure. Internet service providers generally protect the confidentiality of their subscribers' e-mail; MarketFare Foods considers employee e-mail sent over the office network to be company property and subject to scrutiny. All archived e-mail can be subpoenaed and made public via a court order. 

· Don't "cry wolf." Avoid "Urgent" or "Priority" unless it really is. Employ capital letters sparingly. Using them for an entire message is perceived by many as SHOUTING, and is harder to read.

· Use "receipt requested" sparingly. Some people view it as a sign of distrust. It is okay to use it if you have reason to question whether the person will log on to receive your message.


· Check your mail regularly and, whenever possible, respond to people who write to you. 

