| Some Thoughts on E-mail Etiquette
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Dr. Christopher M. Godfrey _@}
University of North Carolina at Asheville
Department of Atmospheric Sciences @

Use a salutation and a closing with a signature
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o I >

Sent Tuesday, September 12, 2006 11:39 pm
To godfrey@ou.edu
cc
Bec
Subject homework questions

I am having trouble with numbers 13 and 20 on the hamewotk, | was wondering If | came by your
office hours tornorrow if you could help me iron them out, It iz not that | dont understand them it
is just that i want to make sure i am doing them right. I am unclear about the particular huricane
%o use on question 20 because i cant find all of the infarmation needed for the problem. If i dont
hear back fram you | quass i will se= you temarrow before class.
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Use a salutation and a closing with a signature
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Sent Thursday, January 25, 2007 7:37 am

To godfrey@ou.edu

Cc

Bcc
Subject exam one
Dr. Godfrey,
I was instructed by you to send an email regarding I |
will be reat opportunity for
me, and I greatly appreciate anything you can de te help

Respectfully,

8/19/2013

‘ What’s Your Goal?

= If your goal is to...
o achieve good grades

o earn great recommendations from your
professors

o land your dream job after you graduate
= ...then you need to express yourself
clearly and professionally.
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Use a salutation and a closing with a signature
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Abad example @J

A great example @

Use a salutation and a closing with a signature

Suiject: All sent.

Date: 7070 500 P
Tor godrevbunca s
Tags: fobs

Godirey,
Allthe files have besn sent, you wll be recesng one more 25 127HE s0 £ may take awhile. Hope you enjoy theen

This needs a title (Dr., Mrs., Mr., Ms., Senator, etc.)!
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Use a salutation and a closing with a signature
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Hey, Twas just wamting to make sure you got my homework: that Tshd under wour door thes moming?

‘Thanks,

Use the recipient’'s name! @

’ Proofread your correspondence
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Is this student going to show up or not?
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‘ Use complete words and capital letters
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ent Monday, January 15, 2007 11:43 pm

To godfrey@ou.edu

ce

Bec
Subject Re: Severe and Unusual weather
lol yay!1! i'm beginning to <3 this dass already! i+
----- Original Message ===
From: godfrey@ou.edu
Date: Monday, January 15, 2007 7130 pm

Subject: Severe and Unusual weather
To: godfrey@ou. edu

A discussion with your professor is
not a chat or “texting” session @

8/19/2013

Don’t tell me who you are in your greeting
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Dear Dr Godfrey,
My nane i [ = 1 n sswolied in youm Buroductory to Metecrology classes on Mendays and
Wednesdays. | was just curious shout the homework Ts the entre packet doe Monday? Or s it due

September 21 Please let me know, sir. Thasik you very moch

Sincerely,

| already know who you are. @

Use complete words and capital letters
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Sent Friday, December 8, 2006 1:0% pm

To godfrev@ou.edu
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Bee
Subject Ra: class

mr. godrey i was not feeling any better and hope that i didnt keep you, by throat is really
killing me and was vandering if i could carne see u on monday sometime

rrrrr Original Message -----

From: godfrey@ou. edu

Date: Thursday, December 7, 2006 3:18 am
Subject: Rei class

Tor

A discussion with your professor is

not a chat or “texting” session J

‘ Use complete words and capital letters

= Subject: Re: Weather Story Assignment
From:
Date: 9/7/2007 10:13 AM
To: Christopher Godfrey
Tags: ToDo

thank u so much, il get thet to you as soon as possible

----- Origmal Message -----
From: Chnstopher Godffey <cgodiey@unca edu>
Diate: Fnday, September 7, 2007 6:44 am




Please don’t use strange and colorful fonts
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Sent Sunday, Octaber 20, 2002 3:40 prm
To godfrey@ou.edu
cc
Bec

Subject examz

Mr. Godfrey, I have a couple of questions for you. I called your office hefore the review session o let
you know I had o help teach a sunday school class during the time of the review and would not he able io
atiend. Iwas wanting to know whai pages of chp3 would be conceniraied on the fest and also whatpages
of the hook did you go over on Jast Monday the 14th. Itwould help me greatly if you could please fill me

Funny fonts make reading difficult and may

send an unwanted message to the reader @

Please don’t attach cute pictures to all of your e-mails

= Subject: report from student
From:
Date: 2/5/2007 11:38 AM
To: godfrev@ou.edy
Tags: Later

78, OT SANRID

At the discussion panel concerning the topic “Understanding the
Causes and Impacts of the Climate Change”, I learned about many
different concerns over global warming, Overall T was most interested
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Please don’t ask me if you missed anything zwportant
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Bank Baturday, Suplember 7, 2002 5108 pm
Te godfrex@oy.sd

Bubjeet issed dass on Fiday

Helle =ir.

This is [ . | rri=s<d class on Friday becsuse of work. Did | miss snything imporiant
and 80 1 rued read anything befors ¢lass on Monday??

Class is always important
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Please don’t use strange and colorful fonts
L

“beoad area” for our Quality izarzoffliz:a M
Faulty_obficiabruncasd |, stalf_offiisiurcs.sda okher actions +

Faculty, Stalf, Stadents -

Thank you again to everyone who contnbuted to the selection of the broad area for UNC Ashewille's Quality
Enhancemens Flan (QEF)

Eelow, you will find a rumnary report of the pervey with an smncuncement of the broad area

The riext steg i to identfy a speciic topic o that broad area

*Your first cppornzay to paricipate i & Salogee towards sdentfiang the topic for cur QEP will be.

Funny fonts and asterisks interspersed with the text
can be very annoying, diluting your message @

Please don’t place strange images in the text
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...especially when they could be interpreted

as something less than savory @

Strip messages of personal content before forwarding

1 colicague of mine
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Use a professional e-mail address
Especially on a job application!

= Bad examples include:
freehugs@host.com
prettynpink@host.com
filmstud@host.com
airhead@host.com
RoCkStAr99@host.com
LaserOps5@host.com
FrenchQis@host.com
hotchick@host.com
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other than a UNCA e-mail address

I will not send grades or other confidential information to anything @

8/19/2013

| Other tips

= Always write the last e-mail to anyone in a position
of authority

= Carefully read each personal e-mail that you receive
from a boss or professor and respond accordingly

= Don’'t schedule a meeting and then fail to show up

= Use either your complete name or your e-mail
address for sending messages
o | usually assume that an e-mail from “David” is spam
o Don't send an email from “UNCA”

= Don't hit “Reply All” unless you mean it

= Check to make sure that your intended attachment
is actually attached
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’ Lastly, a thought about Facebook
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._M-..., o the START of Atmeripherc Scnfirs!

Be careful what you post. Professors and future
employers can and will read it.
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‘ Lastly, a thought about Facebook

INCA - AMS Chaptes [rea T

Put your best foot forward...even on Facebook@




