Email Etiquette

1. Real name
a) Configure your mail program so that the recipient sees your real name. Real names, together with the subject, help the recipient to distinguish important messages from annoying spam. 

b) At least “sign” your mail at the end with your real first name. Write your full name when you write to people you do not know.

2. Subject 
Always fill in the subject line with a short and informative description of your message. Proper subject lines help to filter out spam and allow people to organize and priori​tize (nach Dringlichkeit ordnen) their mails. 

3. Politeness
When you write to friends you can begin with “Dear Tom, / Hi,” or just his/her first name “Tom,”. 

When you write to adults you can start with “Dear Mr/Mrs …,” and end with “Yours”.

4. Readability 
a) Divide your mail into short paragraphs when you deal with different topics/aspects. 

b) Insert blank lines after the greeting, after each paragraph and after quotes. 

c) Do not indent (einrücken) anything in mails.

5. Quoting 
a) Place your answer/comment BELOW the quoted passage. 
b) Quote just enough text so that the recipient knows what you refer to. If necessary shorten a long passage with ellipsis marks between square brackets […]. 

c) Normally your mail program puts the quote symbol > (angle bracket) (or a vertical line plus indent) auto​matically to visualize quotes. 

d) Insert a BLANK LINE between the quoted passage and your answer/comment. 

6. Humour 
Be careful with humorous remarks. Keep in mind that important non-verbal signals like tone of voice, facial expression, gestures etc. are missing in email communi​cation. Ironic remarks are often taken literally and may lead to misunderstandings.

7. Emoticons and acronyms 
Use emoticons like ;-) or :-( and acronyms like IMHO (in my humble opinion) or LOL (laughing out loud) only sparingly (sparsam), especially when you write to adults or people you do not know well. You run the risk of confusing and/or annoying the recipient.

8. Spelling 
Chek your speling bevore you send a mail. Aktivate the built-in spall checker. Keeb in mind that your mails reflekt yor personality and your ablities.

9. All caps
ALL CAPS ARE OFTEN INTERPRETED AS SHOUTING. IT IS ALSO MUCH MORE DIFFI​CULT TO READ YOUR MAIL. 

10. Emphasis 
a) Avoid excessive punctuation marks to add emphasis!!!!!!! Do you like to read some​thing like that??????? 

b) If you want to emphasize a certain word, write it in all caps: Do YOU like …?
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