Rules for Email

*  Email is fast and convenient. By far it is the most efficient form of contact between students and professors, and you are encouraged to use it rather than trying phone tag.

*  However the sheer speed, and perhaps the novelty of email, lead people to misuse it occasionally. 

*   So we can avoid irritating each other, I strongly suggest you abide by these rules.  I myself certainly will, and can't promise to be responsive to your email to me if you neglect them.

1. An email address is not a name.  Sign your name. Similarly, my email address is not my name. Address me by name, as you would in a letter.  Emails are not analogous to little slips of paper being passed around in the back row of a classroom. They are formal communications. Treat them as such. Try it this way: "Dear Dr. Faris: ta ta ta Cordially, Tom Snyder" 

2. If replying to an email is not to be a simple matter of clicking the reply button, please alert your correspondent to that fact. This is especially important if you have more than one email address, as many people do.  If you send from hotmail, but wish to receive at AOL you must either set your mail program to accommodate this in replying or else specifically call it to the attention of your correspondent. 

3. Set your email program to request receipts if it has that capability.  Otherwise request confirmation of receipt if you want to be sure the email has arrived safely. 

4. Learn how to send and receive attachments. It's not rocket science. The in-line text of email editors is not a proper substitute for a word processing file.  Any document longer than a page or so ought to be sent as an attachment.  Also, if you are sending a word processing file, be sure that it is in a format that your recipient can read. If you don't know what any of this means, then either learn what it means, or don't send attachments. Try to remember that if your word processor puts out a non-standard format, you should convert it before sending it. Finally try opening your own attachments to make sure they were not inadvertently corrupted.

5. Never, never, never, send an email in anger or in haste.  In general it is not a good idea to send an instant response on any important matter.  Instant responses tend to be sloppy, intemperate, and ill-considered, and after you press the send button your respondent will get to see an unfortunately distorted view of you. Wait and think before you respond to an email. 

6. Proofread. Proofread. Proofread. Email is a writing medium, not a speaking medium. Spelling, Grammar, Punctuation – all those things that make a written document felicitous should be duly attended to. 

