
Commitment to Improve Email Etiquette 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Commitment to Improve Email Etiquette 

Dear [Recipient Name], 

I am writing to express my commitment to enhancing our email communication. I recognize the 

importance of effective email etiquette in fostering professionalism and clarity in our 

interactions. 

To this end, I will make a concerted effort to: 

• Utilize clear and concise subject lines. 

• Address recipients respectfully and appropriately. 

• Be mindful of tone and context in my messages. 

• Respond to emails promptly, ideally within 24 hours. 

• Review my emails for grammar and spelling before sending. 

Thank you for your understanding, and I look forward to improving our communication together. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


