[bookmark: _GoBack]Effective E-mail – Conveying a Positive Image
Two very important elements of e-mails, the way you begin them and the way you finish them, go a long way toward conveying a positive image. Including an informative subject line as well as a specific signature are important.
Write an informative subject line.
Informative subject lines are also referred to as a “talking” subject lines. You want to include specific information in the subject line so the reader knows exactly what the content will be. Think of it as trying to answer as many of the 5W’s as you can in the subject line. 
	For example:
		Instead of:	  SUBJECT:  Meeting
		Consider: 	   SUBJECT:  Budget Meeting Today at 4pm in B-114s
Subject lines should also be written in title case. This means that the first letter of each word (except for conjunctions, articles, and prepositions) should be capitalized. 
	For example:
		Instead of:	SUBJECT:  Fire drill this afternoon for C building
		It should be:	SUBJECT:  Fire Drill This Afternoon for C Building

Always sign your e-mail with your first and last name.
· Unsigned e-mails are unprofessional and will often be returned unread or without a response.


