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E-Mail
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Etiquette
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Using E-Mail at Work

Check grammar, spelling, and punctuation. Your e-rmail ey be
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- Colling’ office is ready to pick up =D

In the Real World

E-Mail in the Workplace

Jodie was thrilled to have an internship
with a large bank as an office assistant, The
job required excellent computer skills, and she
took great pride in meeting the bank’s high
standards. She was especially happy to be
working with a family friend, Mrs, Collins, who
managed the bank’s office,

Several times this week, she overhead Mrs,
Collins say, “It’s such a pleasure to work with
someone who is so capable,” Jodie wanted Mrs,
Collins to think she could handle any assignment,

“Please e-mail Mr. Raja in the loans
department and tell him his monthly report is
ready,” Mrs, Collins told Jodie, Jodie often sent
e-mail from home to friends, so she followed
that pattern and sent this message: '

Your monthly report is ready ). Please pick
itup, S

Jodie realized after sending the message
that Mr. Raja had no way of knowing who she
was or what report she meant, 80 she quickly

sent another message.
BTW your monthly report from Mrs,
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Jodie expected to see Mr. Raja \tk\}\ off the

Mo

elevator within minutes. After several hours
passed, she began to question if she sent the
message to the correct e-mail address. She
decided to send a message that would definitely
get his attention: V

FYI YOUR MONTHLY REPORT FROM
MRS. COLLINS’ OFFICE HAS BEEN WAITING
FOR YOU SINCE NOON :-(.

A few d.}\\ later, Mrs. Collins asked l(\di(‘
to explain what she e-mailed to Mr. Raja. He
had called to complain about “the confusing
messages and rude behavior of someone
named Jodie.”

Questions to Discuss

1. Do you think Jodie sent con fusing
messages?

2. Was Jodie’s behavior to Mr. Raja rude?

3. How should business e-mail look compared
to e-mail sent to friends from home?

4. In business e-mail, do you recommend
using shorthand and emoticons, such as *S%,
.-), BTW, :-D, FYL, :-(, and others? Do you
know what they mean?
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