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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Email Etiquette Policy

The Company has established the following effective, consistent standards for employees to follow when sending email messages through the Company email system.

In general, you should exercise the same restraint and caution in drafting and transmitting messages over email as you would when writing a memorandum.  Emails sent to customers should follow the same formality as other business communications. It should be treated as a formal document with proper business standards being followed. Always remember to check spelling, grammar and punctuation. 

Always use a short subject line to give the receiver some indication of the importance of your message. Keep paragraphs short and concise, and generally focus on one subject per message. Place action items near the beginning of your email. The recipient is less likely to see action items if they are near the end of the email. 

Follow the Company’s chain of command. Do not copy or jump management levels unless absolutely appropriate. 

Use professional language. Never send abusive, harassing, or threatening messages, even in jest. Be careful when using sarcasm and humor. Without the personal interaction, your joke could be viewed as criticism.

Review your message before you send it.  A sentence that might be clear to someone talking to you face to face might come across quite differently without the tone of your voice or the facial expressions. 

Think before you send an email to more than one person. Respect other employees’ time. Do the additional people really need or want to see the message?

Monitor your own time with regard to responding to email.  Often an obligation is felt to respond to every email we receive because we want to express our own opinion. This can turn into an unproductive "chat" session.



Employees should not send email to all other employees through the use of the "All Employees" address group unless expressly authorized by management to do so. Excessive use of this address group strains the network. Similarly, when replying to an email sent to all employees, think before replying to all. Is it necessary for all employees to see your reply?

Please keep in mind that any email sent may be saved and reviewed by someone other than the intended recipients. Use common sense about what you say or send. You cannot control who will ultimately read it.  A good rule of thumb is "never write anything to email that you would not want to become public knowledge."
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