(Agency Name)
(Date)
(Agency Contact Name)
(INSTRUCTIONS - Modify & Supply Agency Specific Information & Tips)
Email Tips
SUBJECT LINE
· Clearly & Effectively Convey the Content & Purpose of your Message 
· Short & Simple (6 Words or Less)
· Descriptive (Also use dates, #, -, (), ?, 1 of 3 )
· Examples:
· Vacation - May 22, 2009 or 

· 3/10/09 Sick Leave  7:30 AM - 4 PM
· NACO Meeting on Thursday
· Dept of Health - Old Schedules
· Email Training Monday 6/1/09 -- Change of Location
· Records Retention Schedule Approved
· Schedule #34-10 Questions
· 34-10 Licensing Draft
· CORRECTED -- Changes to SA Email Guideline for upcoming SOS Training
ATTACHMENTS
· Size Matters – Large Can Clog & Bog
· Rejected by the Recipient(s) Mailserver

· Create Mail Quota Problems

· Slows the System
· Virus
· Forward & Reply – Do you Need to Send It
· Compress Whenever It Makes Sense
· Send a Small Version of any Image
CC & BCC
· CC (Carbon/Courtesy Copy) 
· Should be used as “FYI”, where there is NO expectation of a response from CC recipient(s)
· Proof that You Sent Email
· BCC (Blind Carbon Copy) 
· Used when Sender wants the “BCC” recipient(s) to receive a copy of the email, but they don’t want the “TO or CC” recipient(s) to know or have access to the BCC the name/email address

· Used with mailing list
REPLY & REPLY TO ALL
· DO NOT Default to “Reply All”
· Does the ‘Original’ Sender or All ‘CC’ recipients need to be included in additional communications?
DISPOSALS
· Delete Button 
· Required to:
· Go into Your Folders and Dispose of Email that is at the End of the Lifecycle

· Empty “Deleted Items” Regularly – Recommend Daily or Weekly

OUTLOOK – FILING EMAIL – Inbox/Sent Items
· Categorize (Color) 
· Drag & Drop Into Folders
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