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● To share a suggested protocol for how we can do email at Foothill College, 
 especially given COVID19 and the heavy influx of email that has occurred as a result

● To provide tips for how to email more effectively and efficiently among employees
● To improve our communication response time 
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• When and why to email - what should email really be used for? 

• Organizing the body of an email

• Subject lines/salutations/CC, BCC/Reply All 

• Managing your inbox



EMAIL: IS IT A TOOL OR IS IT A HORROR? 
Poll: When I think about checking my email inbox, I…..

Ĭʹ can’t wait to check messages and follow-through on everything immediately. I love 
email, it’s my favorite thing.  
ŉʹ my inbox is always empty so I have no idea what you are referring to
Ŋʹ want to get back in bed and throw the covers over my head





How Should we Approach Email? 
When and Why to Email?     
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Email is good for:

• sharing documents
• starting a paper trail
• distributing lots of information to people at one time
• FYI’s
• non-urgent communication
• simple back-and-forths
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Email is not the best tool for:
qơơŘőƁĬǨŘ ǔŘǜǑƮƣǜŘǜ

you can’t control when people read it and when they might 
respond

DƁǜŊǰǜǜƁƮƣ Ĭƣő őŘŉĬǨŘ
long threads get confusing, unclear about what everyone’s role in 

the discussion is, hard to make decisions over email. 
=ƮƣȟőŘƣŊŘǜͨ=ƮƣȟőŘƣǨƁĬƘƁǨȏ 

once an email is out there in the world, you lose control over 
where it might end up

±ǰĬƣŊŘ 
tone is hard to express in an email; can’t use verbal and non-verbal 
cues
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What to do when an email spins out of control?  
êŊŘƣĬǔƁƮ͜ You send out an email with the greatest intentions but somehow it was 
misperceived, misunderstood and next you know, you are fuming upset.  What do you do?
Ĭʹ keep adding to the email string to make your point plus you want this in writing. 
ŉʹ Don’t respond. Just drop it, you don’t have time for this.
Ŋʹ Respond respectfully saying that you would prefer a phone conversation to clear 

things up.



How Should We Organize 
The Body of the Email?  
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=ƘĬǔƁǨȏ͜ Go for clarity E V E R Y time! 

• Avoid ALL CAPS UNLESS YOU ARE REALLY TRYING TO SHOUT AT YOUR READER (And if you 
are: őƮƣΏǨ͟)

• Check yourself when using abbreviations, text language, emojis, lots of exclamation points!!!!!
• Embed links in words rather than include long URLs…. 
• Use bullet-points instead of long paragraphs for clarity and question
• Don’t write “Thoughts?” at the end of an email. Be specific such as, “Are there any reservations 

about us moving forward on this plan?” 
• Consider your tone: humor, irony, and sarcasm may not be received as you intended 

÷ĬƔŘ ǨƁơŘ ǨƮ ơĬƔŘ ŘĬŊŻ ŘơĬƁƘ ŊƘŘĬǔ Ĭƣő ŊƮƣŊƁǜŘ 



Subject Lines, Salutations, Niceties, etc.  
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• Go for short and specific. Clear and concise subject lines might be the difference between 

someone reading your email and ignoring it.
• Keep it short and obvious. Let the reader know what they can expect to read about. That 

way they can easily search the subj line later if needed
• Suggest to keep it to around 6-10 words if you can
• Don’t leave it blank. They are perceived as “I’m not  an important email” 

dƮǔ ŘȎĬơǑƘŘ: 
• SUBJ: “Following up - number of attendees to expect at student orientation” VS 
• SUBJ: “Follow up”
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• Reply all - PLEASE THINK ABOUT IT BEFORE YOU HIT REPLY ALL (yes I am yelling here). 
• This fills email inboxes like crazy and then no one can keep up. 
• Only “reply all” when everyone on the email thread needs to be kept in the loop 

on your reply. 
• Try to limit sending a “thank you” to an entire “reply all” list. 

• Thanking people is awesome but instead how about you just thank the person/people 
and leave the others off - optionally you can copy their boss. 
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=ƘƮǜŘ an email with letting the recipient know what action you’d like 
taken and by when or that you don’t need any action taken. Consider 
ŉƮƘőƁƣų or underlining the action/response you need.  
êƁųƣƁƣų ¼ŲŲ

• “Pour on the Sugar” for your direct reports or really for anyone as a nice way to say 
you appreciate them. This is to spread good vibes and give out kudos. For example:

“Cleve, Thank you for your great work on the transfer celebration, 
  it’s coming together nicely!”  
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Out-of-Office Messages—Two reasons to use them

Lets people know not to expect an answer a response from you

Absolves you of guilt for not reading your emails

End Of Message (EOM)— Sending a brief attachment

Example: Your annual budget is attached (EOM) 







https://www.campaignmonitor.com/blog/email-marketing/2019/05/shocking-truth-about-how-many-emails-sent/
https://techjury.net/stats-about/how-many-emails-are-sent-per-day/#gref
https://www.lifewire.com/how-many-emails-are-sent-every-day-1171210
https://www.fastcompany.com/40507663/the-7-step-guide-to-achieving-inbox-zero-and-staying-there-in-2018
https://www.theguardian.com/australia-news/2018/oct/15/us-embassy-apologises-after-mistakenly-sending-cookie-monster-cat-invitation
https://esputnik.com/en/blog/34-fun-email-facts-youve-probably-never-heard
http://blog.emailaddressmanager.com/outlook/funny-email-facts-trivia-info.html
https://www.theatlantic.com/technology/archive/2015/03/the-myth-about-bill-clintons-emails/387604/

