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PROPER EMAIL ETIQUETTE GUIDE

messages or instant messages, as they are more formal and require more thoughtful
consideration of what is to be said. A proper email should always contain an appropriately
titled subject, a greating, an introductory statement, the actual content of the email, a
respectful close, and a salutation. Signatures which come after the salutation are optional,

your name is not.

If you are attaching a document, it is wise to reference the document in the email
with a statemnt such as: “Attached you will find a scanned .pdf copy of this guide.” If you
are confirming an appointment via email, it's wise to fully expand the date and time so as

not to be misunderstood. Example: “I would like to confirm our appointment on Monday,

18 September 2017, at 2:00 pm in room 115 of Neff Hall. " Thank you fo.r you'r valuable time.»

oo 00 00

Mascot

Department of Awesome Mascots
Wichita State University
Wu.shock@shockers.wichita.edu

Neff Hall 115 | Mon-Fri 8 a.m. - 5 p.m. | 316-978-3209 | student.success@wichita.edu | [[] @ShockerStudentSuccess | 3 @ShockerSuccess

ACADEMIC SUCCESS PROGRAMS —> FIRST-YEAR PROGRAMS —> OFFICE OF STUDENT MONEY MANAGEMENT —> ONLINE STUDENT SUCCESS




