
Email Etiquette 
 
1.    Make sure your e-mail includes a courteous greeting and closing. 
2.    Include addresses in the To: field for those who you would like a response from. 
3.    Include addresses in the Cc: field for those who you are just FYI'ing. 
4.    Do have a signature that includes at least your name and school. 
5.    Do not type in all caps. 
6.    Do not leave the Subject: field blank. 
7.    Refrain from formatting your email with colored text and background colors or images in your day to 
 day communications.  
8.    Make a reasonable effort to search a Web site for the information you are looking for before sending 
 an email requesting information. 
9.    Do not use Return Receipt Request (RR) for each and every email you send 
10.  If you receive a nasty email – do not respond immediately – if at all. 
11.  Always minimize, compress or “zip” large files before sending. 
 
Reply All: 
You only use Reply to All when you are confident that “all” will be interested in the content of your 
response or need to be aware of what your reply contains. Because a list of names is in the To: field 
does not indicate their interest in your commentary or reply. 
You do not use Reply to All to CYA, e-tattle, scold, correct or send inappropriate comments back 
to the Sender.  

 
Forwarding: 
Here are the 3 Rules of Forwarding E-mails that those who are being truly thoughtful follow. If everyone 
followed these simple little rules all the problems associated with forwarded e-mails could be avoided. 
Sticking to these guidelines will assist both those thinking they are thoughtful and those who don’t want 
to appear otherwise: 
1.    Don’t forward anything without editing out all the forwarding >>>>, other e-mail addresses as well as 
headers and commentary from all the other forwarders. If you cannot take the time to write a personal 
comment to the person you are sending to at the top of your forwarded e-mail – then you shouldn’t 
forward it at all. 
2.    Think carefully about if what you are forwarding will be of value (accurate information — check for 
hoaxes @ Snopes.com), appreciated (something the recipient needs) or humorous (do they have the 
same sense of humor as you do) to the person on the other side. Or do you just think it is worthy? If you 
cannot think of why the person you are forwarding to would like to receive the e-mail – then don’t forward 
it. 
3.    If you must forward to more than one person, put your e-mail address in the TO: field and all the 
others you are sending to in the BCc: field to protect their e-mail address from being published to those 
they do not know. This is a serious privacy issue! Do not perpetuate a breach of privacy started by other 
forwarders who included their contact’s addresses in the To: or Cc: field by continuing to forward those 
visible addresses to your contacts! Remove any e-mail addresses in the body of the e-mail that have 
been forwarded by those who brush off the privacy of their friends and associates. 

 
Distribution Lists: 
E-mail distribution lists are used to facilitate resource sharing, communication, and research. This 
method is cost-effective and reduces the amount of paperwork distributed through other established 
means. However, the overuse of group e-mails can reduce effective communication. 

 Material sent to distribution lists must be related to the group to whom the mail is being sent and must 
pertain to LCPS business.   

 The distribution lists are not intended to be used for personal or commercial gain.  
 The message should be of broad interest based on each distribution list’s constituent group.  

Note: Instead of clicking Reply all (see best practice above) to the group, consider who is essential to 
receive the information in your reply. 
 

http://www.snopes.com/

