MEMORANDA:  E-mail Etiquette
· E-mail is not just for friendly notes. 
· An e-mail message can be a formal document employed in a business setting.

· It can also be saved and used as evidence in a court of law. 
· As such, e-mail correspondences should be taken seriously.

· Thus, this assignment seeks to reinforce e-mail’s importance.

· E-Mail Etiquette Guide:
· Your group has been assigned the task of revising the company’s existing but outdated E-mail Etiquette Guide. 

· a guide for using e-mail effectively, efficiently, and professionally
· McDuff’s Vice-President of Company Policy (Dr. H) has charged you with reviewing the current policy, researching other policies, and drafting a memorandum wherein you make suggestions for an improved regulation. 
· Research:
· consult the text book AND search the Internet
· avoid Wikipedia and About
· Synthesize: 
· synthesize the ideas you find, creating your original E-mail etiquette guide

· Memo:
· Use the appropriate memo template

· Create a list of etiquette rules appropriate for communication among the McDuff company
· Follow the elements of proper page design
· Consult the book’s guidelines for memoranda
· Define key terms 

· Follow the ABC format
1. Abstract (Introductory Summary)
· Purpose Statement

· Definitions (e-mail, etiquette)

· Contents section (what’s to come)
· Your Introductory Abstract should contain a Contents section listing the major areas of etiquette discussed below (what’s ahead). 
· Examples of topics for your team to consider are as follows:
	· value of e-mail

· purpose(s) of e-mail

· timeliness of replies

· formatting

· use of confidential, sensitive, & private data
· subject lines

· spelling, punctuation, grammar, & proofreading
	· “cc” field and “bcc” field

· use of capitals and lowercase letters

· sentence length

· attachments

· legal implications
· tone and flaming


2. Body 
· etiquette ideas

· (define key terms, on 2nd lines)

3. Conclusion
· purpose & further contact info
4. References

· below the Conclusion place your “references” list 
· in proper MLA format
* If you are using the exact words or unique ideas of another person, be sure to CITE your source. *






