Professional Email Etiquette Guidelines

Dear [Recipient's Name],

We are pleased to provide you with the following guidelines to ensure effective communication
through email:

1. Use a Professional Email Address

Always use your company email address for professional communication.

2. Clear Subject Line

Ensure the subject line is concise and summarizes the content of the email.

3. Appropriate Greeting

Start with a polite greeting such as "Dear [Name]" or "Hello [Name]".

4. Use Professional Language

Maintain a formal tone and avoid slang or casual language.

5. Be Concise and Relevant

Keep the email brief, stick to the point, and provide necessary details.

6. Proofread Before Sending

Review your email for spelling and grammar errors before hitting send.

7. Sign Off Appropriately

Close with a professional sign-off such as "Best regards™ or "Sincerely", followed by your name
and title.

Thank you for adhering to these guidelines to enhance our communication practices.

Best regards,
[Your Name]
[Your Position]
[Your Company]



