
EMAIL ETIQUETTE 

For young professionals in the workplace 



TONE: It’s not just 
what you say, it’s 
how you say it
With so many social media 

platforms, it’s easy to blur the 

lines between professional 

emails/ ‘netiquette’ and more 

informal modes of writing.  

However, emails are closer to 
letters than text messages. 



So how do I know if my tone is appropriate? 

“What kind of 

impression do I want 

to make?”

-Shape your words according to your audience and purpose: as a rule of 

thumb, try to always be polite, courteous, and formal 

-Use standard punctuation, grammar, and spelling: 

“IDK wht 2 write about in my paper” VS. “I am writing to ask about the 

topics you suggested in class yesterday” 

-Do your part: when asking questions, make sure to include that you 

have tried to search for the answer yourself and have been unsuccessful

“What’s our homework for tonight?” VS.  “I looked through the syllabus 

and course website and was unable to locate it. Will you please point me 

in the right direction?” 



Nick Rojas as Nick Rojas teaches us ‘netiquette’ 

-Do email a busy professor/manager 

who is hard to get a hold of 

-Do proofread 

-Do treat the email as a letter 

-Don't Bromail

-Don’t email when upset 

-Don’t use a sarcastic tone/emojis

https://youtu.be/TeHnzfO0glA


How should it look? 

Include anyone who is relevant   

Use a clear subject line: Narrative Essay  

Include a signature: 
Sincerely, 
Mercedes Palomo 

Include a salutation: Good afternoon Professor Xavier or Dr. Octavius, 

Format for easy reading: 
-be brief
-use bullet points
-proofread
-separate information into paragraphs 



Let’s Discuss: who is the 
etiquette winner? 

Version 2:

Subject: materials for Weds. staff meeting

Hi, everyone ---

For tomorrow’s 3 p.m. staff meeting in the 
conference room, please bring 15 copies of the 
following materials: 

-Your project calendar and any reports sent
-A one-page report describing your progress
-A list of goals for next month 

See you tomorrow---
Jane 

Version 1: 

Subject:  tomorrow 

As you know, tomorrow afternoon we’ll be meeting 
to discuss the status of all our current projects . 
Donuts will be provided. Be sure to arrive on time 
and bring enough copies for everyone. This 
includes calendars, reports, and any other 
documentation. I also want to remind you that 
parking permit requests are due this week.  Turn 
them into Ms. Jones or email them to her by friday. 

Thanks. 



Let’s practice!

Create a scenario in which you have to 
write an email to a superior.  This can be 
a professor, current teacher, your 
manager, or a professional authority 
figure.  

Keep in mind the tips we discussed. 


