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Consider the following three principles when sending instant messages:
1. Planning instant messages:  Think about what you intend to express and how you intend to express it. Try to deliver information in a coherent, complete way that minimizes the number of individual, follow-up messages required.
	Eduardo Lopes
	Hi Marcy, do you have a second?
	12:34pm

	Marcy Delong
	You bet. What’s up?
	12:35pm

	Eduardo Lopes
	I have a favour to ask, and I’m afraid I’m on a tight deadline. We need to cut the Qualcomm bid by 5%. Can we reduce the consulting time by 80 or 100 hrs?
	12:35pm

	Marcy Delong
	That’s a big chunk! I’m not sure we can cut that much, but I’ll give it a try.
	12:36pm

	Eduardo Lopes
	I really appreciate it. Any chance you can get to it by noon my time?
	12:36pm

	
	
	


2. Writing instant messages:  The appropriate style for a business IM is more formal than the style you may be accustomed to with a personal IM. In general, avoid acronyms and maintain a professional tone. Keep your message polite and concise. Consider the example below:
















	
3. Completing instant messages:  Quickly scan each message before you send it. Check for typos or misspellings and make sure your message makes sense.
 

