
Identifying guidelines for writing effective emails 

 
The following section is a list of guidelines on how to write emailseffectively. Bear in mind, 

however, that these guidelines should beconsidered in relation to the purpose of the 

communication, the relationshipbetween the sender and the receiver, and the regional and 

professionalculture that one operates in. 

 

For each guideline, write down in the description column whether you thinkit is a matter of 

language and expression [LE], style and tone [ST],proofreading and editing [PE], 

organisation [O], quality of content [QC]or formatting [F]. The first one has been done for 

you. Note that it ispossible for a guideline to have more than one description. 

 

Table 8.3 Guidelines for writing effective emails 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


