
Email	  Etiquette	  
	  

Email	  is	  for	  school-‐	  No	  Chatting	  
	  

	  
	  
	  
	   	  
Fill	  in	  subject	  line	  as	  follows:	  
	  	  	  	  	  	  	  Lastname-grade-topic 
	  

• Don't	  open	  
attachments	  
fom	  strangers	  

• Don't	  email	  
bullying	  
remarks	  

• Don't	  e-‐mail	  
personal	  
information	  or	  
attach	  
unnecessary	  
=iles	  

• Don't	  type	  in	  
all	  caps-‐	  this	  
is	  SHOUTING	  

Use	  proper	  
formatting,	  
spelling,	  and	  
grammar	  

CC	  anyone	  
you	  mention	  

Fill	  in	  Subject	  
line	  correctly	  
(See	  below)	  

Re-‐read	  your	  
e-‐mail	  before	  
sending	  out	  


