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EMAIL QUICK GUIDE 

Email is the predominant form of communication in the global business world and 
knowing how to write clear subjects, appropriate greetings and closings as well as 
correct and concise content in the proper tone is expected.  
The quality of your email is not only a reflection of you but also your institution. A 
poorly written email may leave a negative impression of you and your entire 
school/place of employment. 
 
SUBJECT 
The subject line is the first thing the recipient sees and tells the reader if your email 
might be of importance. 
 
Do: 
 Always have a subject line 
 Make it the main point of the email 

 
Don’t: 
 Include a greeting (e.g. Hello) 
 Include your name 
 Use punctuation or all capital letters 

 
 
GREETINGS 
A proper greeting tells the recipient how much effort you put into writing the email and 
influences the reader’s first impression of you. Choose a greeting based on how well you 
know the recipient and message type. 
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Do: 
 Check spelling of the recipient’s name 
 Use the recipient’s correct title (Dr., Mr., Ms.) 
 Ensure you have the first & last names in the correct order 

 
Examples 
 Dear Ms. Smith, (formal) 
 Hello/Hi Caitlin, (informal) 

 
Don’t: 
 Call the recipient “officer” 
 Misspell names 
 Use “Hi guys”, “Hi folks” or “hey” 

 
TONE 
Tone is not what is said, but how it is said. Without the proper tone, you can sound 
unprofessional or rude. 
 
Do: 
 Use modals, such as “could,” “would,” “may,” or “might” in order to avoid making 

demands 
 Consider your audience to make sure you have the appropriate level of formality 

 
Don’t: 
 Use exclamation marks 
 Use absolutes, such as “always” or “never” 
 Use emoticons or texting abbreviations 
 Send an email while upset or angry 

 
CLOSING 
The closing is just as important as the greeting and leaves the reader with a final 
impression. Refer to the list of acceptable and unacceptable closings below. 
 



Do: 
 Best,
 Regards,

Don’t: 
 Love,
 Yours Truly

FINAL NOTES 

 Proofread email/attachments thoroughly before responding.
 Check sender’s signature for correct spelling of their name.
 Make sure you have answered all questions.
 Did you hit “reply all” when only “reply” is necessary?

carey.jhu.edu 
100 International Drive | Baltimore, MD 21202 

https://twitter.com/JHUCarey
https://www.facebook.com/JHUCarey/
https://www.linkedin.com/school/johns-hopkins-university-carey-business-school/
https://carey.jhu.edu

	EMAIL QUICK GUIDE
	Email is the predominant form of communication in the global business world and knowing how to write clear subjects, appropriate greetings and closings as well as correct and concise content in the proper tone is expected.
	The quality of your email is not only a reflection of you but also your institution. A poorly written email may leave a negative impression of you and your entire school/place of employment.
	SUBJECT

	The subject line is the first thing the recipient sees and tells the reader if your email might be of importance.
	Do:
	 Always have a subject line
	 Make it the main point of the email
	Don’t:
	 Include a greeting (e.g. Hello)
	 Include your name
	 Use punctuation or all capital letters
	GREETINGS

	A proper greeting tells the recipient how much effort you put into writing the email and influences the reader’s first impression of you. Choose a greeting based on how well you know the recipient and message type.
	Do:
	 Check spelling of the recipient’s name
	 Use the recipient’s correct title (Dr., Mr., Ms.)
	 Ensure you have the first & last names in the correct order
	Examples
	 Dear Ms. Smith, (formal)
	 Hello/Hi Caitlin, (informal)
	Don’t:
	 Call the recipient “officer”
	 Misspell names
	 Use “Hi guys”, “Hi folks” or “hey”
	TONE

	Tone is not what is said, but how it is said. Without the proper tone, you can sound unprofessional or rude.
	Do:
	 Use modals, such as “could,” “would,” “may,” or “might” in order to avoid making demands
	 Consider your audience to make sure you have the appropriate level of formality
	Don’t:
	 Use exclamation marks
	 Use absolutes, such as “always” or “never”
	 Use emoticons or texting abbreviations
	 Send an email while upset or angry
	CLOSING

	The closing is just as important as the greeting and leaves the reader with a final impression. Refer to the list of acceptable and unacceptable closings below.
	Do:
	 Best,
	 Regards,
	Don’t:
	 Love,
	 Yours Truly
	FINAL NOTES
	 Proofread email/attachments thoroughly before responding.
	 Check sender’s signature for correct spelling of their name.
	 Make sure you have answered all questions.
	 Did you hit “reply all” when only “reply” is necessary?

	Untitled



Accessibility Report



		Filename: 

		Email Quick Guide.pdf






		Report created by: 

		


		Organization: 

		





[Enter personal and organization information through the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.



		Needs manual check: 0


		Passed manually: 2


		Failed manually: 0


		Skipped: 0


		Passed: 30


		Failed: 0





Detailed Report



		Document




		Rule Name		Status		Description


		Accessibility permission flag		Passed		Accessibility permission flag must be set


		Image-only PDF		Passed		Document is not image-only PDF


		Tagged PDF		Passed		Document is tagged PDF


		Logical Reading Order		Passed manually		Document structure provides a logical reading order


		Primary language		Passed		Text language is specified


		Title		Passed		Document title is showing in title bar


		Bookmarks		Passed		Bookmarks are present in large documents


		Color contrast		Passed manually		Document has appropriate color contrast


		Page Content




		Rule Name		Status		Description


		Tagged content		Passed		All page content is tagged


		Tagged annotations		Passed		All annotations are tagged


		Tab order		Passed		Tab order is consistent with structure order


		Character encoding		Passed		Reliable character encoding is provided


		Tagged multimedia		Passed		All multimedia objects are tagged


		Screen flicker		Passed		Page will not cause screen flicker


		Scripts		Passed		No inaccessible scripts


		Timed responses		Passed		Page does not require timed responses


		Navigation links		Passed		Navigation links are not repetitive


		Forms




		Rule Name		Status		Description


		Tagged form fields		Passed		All form fields are tagged


		Field descriptions		Passed		All form fields have description


		Alternate Text




		Rule Name		Status		Description


		Figures alternate text		Passed		Figures require alternate text


		Nested alternate text		Passed		Alternate text that will never be read


		Associated with content		Passed		Alternate text must be associated with some content


		Hides annotation		Passed		Alternate text should not hide annotation


		Other elements alternate text		Passed		Other elements that require alternate text


		Tables




		Rule Name		Status		Description


		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot


		TH and TD		Passed		TH and TD must be children of TR


		Headers		Passed		Tables should have headers


		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column


		Summary		Passed		Tables must have a summary


		Lists




		Rule Name		Status		Description


		List items		Passed		LI must be a child of L


		Lbl and LBody		Passed		Lbl and LBody must be children of LI


		Headings




		Rule Name		Status		Description


		Appropriate nesting		Passed		Appropriate nesting







Back to Top
