
Email: Etiquette and 

Protocol

The Right Ways to do Email

https://docs.google.com/document/
d/1oiE-ZahEcl5XcYzrCtBcymZKhL
_ce2CUDmrQfcotor0/edit?usp=sha
ring
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● google docs or office live
● network drive
● dropbox.com
● ftp://file-exchange.coloradocollege.edu
● yousendit.com, ge.tt, letscrate.com
● link to website
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2 ● salutation 
● specifics

● length
● content 
● generally one subject per email

● Long URLs - NO!
● PROOFREAD
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Oops!



Order of Operations

Dear Harry,

You have been accepted into the Hogwarts 
School of Witchcraft and Wizardry. 



Best Practices

● Limit email 
checking to 1-3 
times per day

● Archive emails 
once a year

● Immediately delete 
unneeded messages

● Shut off email 
alerts

● Instead of replying 
all, start a 
forum/discussion in 
PROWL; better still 
start it as a 
discussion in the 
first place 

● flag & prioritize



Tech Tuesday

Next week:
fun with Qualtrics 

Archives:
tiny.cc/techtuesday


