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Focus on quality

« Consider and plan the content of the e-mail message before writing or
sending it;

« Summarise the important points with factual and brief statements;

« Determine when it is more appropriate to talk to a colleague rather than
send multiple messages on a single topic; and

 It's all about quality, NOT quantity.



Clear subject line

« Ensure the subject line of the email states the message content
& purpose. Use the following subject line headings to indicate
the importance of the message and the expected response:

>

YV VY

VYV VY

URGENT: Must be acted on today or requires immediate
attention

ACTION: Not necessarily due today, but action is required to
complete a certain task

REVIEW/ APPROVE: Must be reviewed and approved

DECISION NEEDED: Must provide a decision or direction in
response to e-mail

IMPORTANT: Must be read but no action is required
FYI: Content is informational only and no action is required



Prior to forwarding an e-mail with several

From: Aunt Marl .
rom, o ereen attached e-mails, please try to

To: Matt T. Sent 20 minutes ago
Little Matthew Rumblebugh Tt's been FOREVER! How are your How's

your brother? Are you married yef? If o, does she have any « summarise the content of the e-mail strings a
plans fo fire hordes of liftle Mattflets out of her vagina soon? If not, nd what the reCipientS are expected to do
you should really get on that! How's work? Do you still make th t d.n | tt hm nts t
business cards for the "world wide webk” or whatever: I remember withou . readi g several attac ents 1o
when you were oy Just a baby Constantly shrieking and pooping de’germme the necessary content and call to
like some Yind of suicidal Zoo animal. Spealiing of suicide, what are action.
your thoughts on euthanasier T think ts 2 goog dea S irkd o  ensure e-mail strings to be forwarded
eeeit our uncle in his sucide but he - (OGRS R should only be addressed to the
demanded that I shoot him with a take i K

gonna Take Time ... appropriate person(s) on a need-to-know
basis.

crossbow. Hitfing a maving target with a ®
crossbow is REALLY tought Plus your uncle asked that I cho®® him

on the back of a horee dressed in full knight armor o « review all of the recipients’ names before

Next firne. you visit Til make my famous casserole(]
What are your thoughts on stabilizing relafions

in the middle east? I think the economy has

last election I voted for Sgna )

selecting “Reply to All”, to ensure everyone
needs to receive the message.




Confidentiality

Consider to place distribution lists/ groups in H -
’;\hle bcc” line, rather than the “to” line, it would - Message  Insert Format Ted  Review
eip
nCqurs' a1 | &y 0.0
@ (] Fonts - &) [iElE o M !
« full list of names does not appear in the Themes . FPage | Bec [ From  Permission  UseVoting [
| that i ived b I . - @EH:ECE Colar~ - Buttons ~
emal at Is receive y co eagues’ Themes Show Fields Permission
Bcc
« this practice also prevents recipients from = romY | USS™® | Show the "BCC" field, in which you
. 1 1" ’ Ta.., can specify people who will receive
using “Reply to All” when they really only o o | the message secretly.
need to reply back to the sender. Ce..
1 People whose names are in the BCC
Bee.. field can't be seen by other
. . . . 1 inients.
While communication among offices should be Subject e

prompt, special attention should be paid to
sensitive and confidential subjects before
sending any emails.



Out of Office

Prior to departure for leave of absence,
Hospital employees should

« set an auto-reply on “out-of-office”
to notify any email senders that the
employees are out of office; and

» Provide the leave period and the
contact persons of the Hospital in
case of emergency.

Automatically reply once for each sender with the following messages:
% Inside My Crganization e‘ Outside My Crganization (OFf)

Segoe Ul v |8 vI QﬁEEEEEE
Please note that | am currently on vacation.

| 'will read my emails upon my return on 10-40g.

For any urgent matter, please contact my manager.

Best regards,

Your Signature

Cancel
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