Professional Email
Etiquette

Using proper email etiquette allows you to
communicate clearly and efficiently; make a good
impression on your employers, business partners,

and clients; and be more successful. Below are some
best practices for email etiquette.

Use Standard Formatting
E Use standard fonts such as Times

New Roman or Arial, standard
ﬂ

sizes (around size 12) and colors
(black). Avoid putting alotin
bold or italics. Avoid all caps.
Don’t use emojis.

Clear Subject Line

Make your subject line clear
and brief so that the recipient
knows what the message is
about. This makes it more
likely that they will open the
email.




Reply Within 24 Hours
It is common courtesy to reply to someone

within 24 hours. If you pass this timeframe,
apologize for the delay. Also be sure to
reply to all of your emails, even if briefly, so
the senders know you received their
message. Be cautious about using “Reply
All,” as this may inundate people with

emails they don’t need.

Use Professional Tone

Think carefully about your word choice
and how they may be interpreted by
others. Avoid negativity and sarcasm.
Avoid anything that makes you sound .
overly emotional. Avoid inappropriate G

humor. Be respectful of cultural
differences.
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