
 BUSINESS EMAIL ETIQUETTE TIPS 

 
Business email etiquette is crucial for maintaining professionalism and effective communication. Here 

are some tips to help you enhance your business email etiquette: 

1. Clear and Concise Subject Line: 

o Use a clear and relevant subject line that summarizes the purpose of the email. 

o Be specific to help recipients understand the content at a glance. 

2. Formal Greetings: 

o Begin your email with a proper salutation, such as "Dear [Recipient's Name]" or "Hello 

[Title and Last Name]." 

o Use titles (Mr., Ms., Dr.) when appropriate. 

3. Mind Your Tone: 

o Keep your tone professional, even if you have a friendly relationship with the recipient. 

o Avoid using all caps, as it can be interpreted as shouting. 

4. Keep it Brief and to the Point: 

o Be concise and get to the main point quickly. 

o Use short paragraphs and bullet points for better readability. 

5. Proofread: 

o Check for grammar, spelling, and punctuation errors before sending. 

o Typos can make you appear less professional, so take the time to review your email. 

6. Include a Signature: 

o Always include a professional email signature with your full name, job title, company, 

and contact information. 

7. Be Mindful of Attachments: 

o Clearly mention and attach relevant files. 

o Avoid sending large attachments without prior notice, as they can clog recipients' 

inboxes. 

o Double check referenced attachments are attached to the email before sending. 

8. Avoid Using Text Abbreviations: 

o Keep the language formal and avoid using casual abbreviations or emojis unless it's 

appropriate for your company culture. 

9. Consider the Recipient's Time Zone: 

o Be mindful of the recipient's time zone when scheduling emails, especially if you work 

across different regions. 

10. Use BCC Appropriately: 

o When sending emails to multiple recipients who don't need to see each other's email 

addresses, use the BCC (blind carbon copy) field to protect privacy. 

11. Follow Up Professionally: 

o If you haven't received a response, follow up politely after a reasonable time. 

12. Know When to Escalate: 

o If the matter is urgent or requires immediate attention, consider using other 

communication channels, such as a phone call. 


