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ABOUT EMAIL COMMUNICATIONS & THIS GUIDE

Mastering the art of drafting sharp, clear emails and keeping your inbox in check is like being the conductor of a symphony—when done right, everything flows in
harmony!

A well-written email is your digital handshake, your elevator pitch, and your problem-solver all rolled into one, while a tidy inbox is your mission control, keeping chaos
at bay. Let messages pile up, and suddenly you're Indiana Jones dodging a boulder of unread notifications. But get it right, and you become a communication ninja—
swift, smart, and respected. After all, in the fast-paced world of work, those who write well and reply on time don't just survive—they thrive.

This learning guide offers helpful tips for drafting and proofreading email communications and it suggests ways to manage your inbox and tame the flow of
information.

“Email is like laundry - it piles up faster than you can keep up with it.” - Anonymous

“Email is both a curse and a blessing. It's fast, cheap, and easy - which is exactly why it's so
dangerous.” - Anonymous

“Inbox Zero isn't a destination. It's a philosophy.” - Merlin Mann, the original champion of Inbox Zero

“You are what you forward.” - Erica Jong
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STEP 1
DRAFTING

ANATOMY OF AN EMAIL
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DRAFTING

When drafting an email message, begin with the end in mind. Start by
asking, "Is an email appropriate?” If your communication contains sensitive
information, if the message could be emotionally charged (in the eyes of the
recipient) or if the message contains complex concepts or detailed content,
email may not be the best form of communication.

Recognize who needs to see the message. And, more importantly, who
doesn’t. Limit the recipients to only those who need to know. Sometimes,
less is more. Use the "To" field for anyone who needs to take action or who
is the primary audience. Use the “cc” field for anyone else who needs to
know.

Ensure the subject line is appropriate. It should be specific and concise.
Use words that support finding the message later, using a key word search.

Be polite and professiongl. Start with an approp.riate greeting sugh as Dear _Dla NNa BOO h er, fro m FaSter/
[(lg\ljor?je;j;ﬂt:ﬂgi::lgame]l Hi [Name], [Name], Greetings, Good morning! or Fe wer, Better Emai/S

Monitor for message clarity and readability. Be concise, focused, use short 0
paragraphs and leverage bullet points when appropriate. S ’
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DRAFTING

*+ Call out any due dates or action required by underlining or bolding text,
using a different color font or by highlighting key information. Due dates or
a call to action should not be a needle in a haystack. The information should
be prominent.

Be respectful and polite. Monitor for any unintended tone. Be neutral.

—Justice Brandeis

Say enough but not too much. Balance is key!

If your message references website links or attachments, ensure the links are
functional and the attachments are included. If sending an attachment,
monitor for size. Some company email servers will not accept messages with
attachments larger than 10 MB. Many companies allow messages with
attachments that are up to 20 MB.

Include a professional closure to your message. Consider options such as
Thanks, Thank you, Best, Best regards or Sincerely.

When sending messages outside of your organization, use your signature _Dianna Booher from Faster
block. / /
c |
\ ’
Emojis are unnecessary in business communications. They should be used Fe wer, Beﬁ-er Emal/s a * .
sparingly. ; A
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PROOFREADING

* Again, monitor for tone and ensure your message is clear and articulate. "There's a Iife and death in every

+ Use the "Spelling and Grammar” tool (for basic spelling and grammar checks) email "
or the "Editor” tool (for more advanced suggestions regarding writing style, .
clarity and other refinements) of Outlook to help identify edits.

Verify the correct recipients appear in your “To” and “cc” fields. _B I | | G ates
Ensure any attachments are included and any links are functional.
If your message will be sent to a large audience or to executives, consider u

using the "Read Aloud” feature from the Review menu. It is amazing how Be b°|d° Be faSt° Get L{e the

many edits the function can detect - items that spell check may not catch. point rig ht away. The beSt email

communication is simple and
SEEA
mmmmm SR clear.
—Constance Hale L,
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PROOFREADING
« Before sending your message, select the folder where the message should "TO Write iS human’ tO edit iS

be saved if something other than the “sent mail” folder is desired. Within
the Options menu, click on the “Save Sent Iltem To” option then navigate to d ivi ne "
the appropriate folder where your outgoing message will be retained. =

If you would like your message sent later, use the “Delay Delivery” feature :
within the Options menu. However, use caution. Delayed messages will Ste p h en KI n 9

not be sent unless you are logged on when the message is scheduled to
be delivered. Otherwise, the messages will not be sent until the next time

you log on.

Proofreading
(v.) We do it best after we've hit

Themes Fonts v Page Bcc  From | Encrypt | Use Voting [ Request a Read Receipt . '. 11 S e n d 1
L]

¥ |Q)Effects v Color v v Buttons ¥
Themes Show Fields Enarypt Tracking

File' Message Insert Draw { Options) FormatText Review Help Acrobat Q  Tell me what you want to do

v I — 0
a I colors @ 5}\ 52 I'E'l [[J Request a Delivery Receipt
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MANAGING YOUR INBOX

Experiment with an Inbox Zero approach. The concept, developed in 2006
by Merlin Mann, aims to keep your inbox empty or almost empty.

Avoid reviewing messages in your inbox multiple times. Review once and
make a decision: File, delete, delegate it, take immediate action or add an
item to your to do list. Effectively triage incoming messages then implement
timely follow up with next steps. Email managementis a discipline.

Consider using folders to help organize messages that need to be retained.
To create a folder, right click on the “Inbox” label in the left navigation area
of your Outlook window and select “New Folder.” Or, from the menu at the

top of your Outlook window, select “Folder” then “New Folder” Tip: If you
include the year in your folder name (e.g., "Annual Conference - 2025") it is
easier to identify folders to be archived at the end of each year. Your inbox is
not for archiving emails, folders are. Your inbox is for messages in need of
review and triaging.

Establish a system for email management that works for you. While the
approaches are endless, consider reviewing emails at certain times of the
day and consider devoting the last half hour of your day to email
management. Quicky make decisions on every item in your inbox. Delete
messages that are not needed. File messages that do not require additional
action but should be retained for future reference. Delegate, or add to your
to do list, messages that require action.
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—Merlin Mann, pioneer of the
“Inbox Zero” concept

—Anonymous
|
N ’
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MANAGING YOUR INBOX

Consider creating a “Travel” folder to add travel confirmations, itineraries
and receipts. It's helpful to have everything in one place when you are away
from the office. Such organization can also streamline your expense
reporting later.

Consider creating a “Temporary Items” folder that can be used to file
messages that should be saved in the short term (i.e., up to 90 days).
Contents in the folder are low hanging fruit when it's time to clean up older

messages and reduce the size of your email file. —Ch ris B rogan

If you are not able to respond to an email within 24 hours, acknowledge

receipt of the message and indicate when you plan to respond. This simple
action is not only professional (and takes little time), it pays dividends since it
avoids the need to process additional follow ups or reminder messages
from the sender.

Unsubscribe from senders who offer content that does not provide value to

you. The small investment in time pays dividends later. .

—David Allen
If you desire less email, limit the number of recipients included in the cc and '
bcc fields of messages you send. S ’
When responding to a message, read thoroughly and answer all the ,Im‘
questions to avoid more email in the form of future follow-up messages. —
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MANAGING YOUR

INBOX

+ Consider color coding messages from select senders. From the “View" tab, select “View Setting,” then “Conditional Formatting.” Select "Add.” Name the rule (for
example, the rule name could be the sender’'s name) and select "OK.” Set the condition and select the font, style, size and color before selecting "OK."

Filter X

Messages More Choices Advanced

Search for the word(s): ™
In:  subject field only ~
[ From... j
Sent To...
[ Where I am: the only person on the To line
Time: none ~ || Anytime
0K Cancel Clear All
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onditional Formatting X

Rules for this view:

s Expired email

s Overdue email

s Messages in other folders

s Donald Walters
De Keimach

(] Mallory Hart
MNancy Perez
Untitled

Properties of selected rule

Name: Untitled
Font... 11 pt. Segoe Ul
* Condition...]

& site Mailbox document pending upload

oK

Add

Delete

Move Up

Mowe Down

Cancel

ont X
Font: Font style:

Segoe Ul | Bold

Cambria Semilight Italic
Cambria Math Regular
Candara

Cascadia Code
Cascadia Mono
CASTELLAR

| Italic Bi
iy | Boger |

Semibold Italic

Bold
(Centauc Bold Italic
Effects Sample
D Strikeout
[:] Underline AaBbeZZ
Color:
-FUChSlEI v Script:
|Western o
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MANAGING YOUR INBOX

+ Flagging messages for additional review may be an effective tool when managing your + Alternatively, if you select “Custom,” you can set a
inbox. From your list of email messages in Outlook, right click on a message you would like date and time to receive a reminder alert/pop-up.
flagged. Select "Follow Up"” then select the option you prefer. The “No Date” option works Doing so will result in a visual alert (akin to a
well. Selecting that option will add a visual red flag to the message in your inbox list and it meeting reminder notice) on the date and time you
will add a light-yellow background to the email in your list of messages. specified.

3 - X
_ _ _ - [ Cisco Order
Flagging creates a to-do item that reminds you to follow up. After you follow > Today 1125 AM Wednesd
up, you can mark the to-do item complete. ’ ednesday, January 15, 2025
> Monday
Y Flag to Follow up ke ¥ lastWeek A
Start date  None v F:I
Duedate None v .
Cisco Commerc... Tuel/7
| & Reminder CISCO
I Thursday, May 29, 2025 v 2:00 PM | g [ pismiss |
_ _ > Three Weeks Ago Click Snooze to be reminded in:
Clear Flag L OK P Cancel > Last Month Y {5 minutes v| |i§nuoze‘| | Dismiss A’
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OUT-OF-OFFICE ETIQUETTE

* If you will be away from the office for a day or more, use an out-of-office
message to alert senders of your status. When others are aware you are
away, they may be less inclined to send follow-up messages. They may even

seek help from other individuals within your organization, in your absence. ”Th an k yo u fo r yo ur m essag e. |’m

To set up an out-of-office message, select "File” then "Automatic Replies.”

Choose the date range when your out-of-office message should be sent and curre ntly out Of th S Oﬁice Wlth

draft the text of your message. Keep in mind there are two tabs- one for

messages received from within your organization and one for messages | Im Ited dCCesSS to emal | . | Wi | |

received from individuals outside of your organization. You may want to use

the same or different messages for each audience. respond dS SO0ON as pOSSible aﬁer

. 17
When crafting your out-of-office message, it's often helpful to indicate when [ Insert d ate].

you will return.

If you have someone supporting you while you are away, you may want to

reference their contact information in your out-of-office message. ”l/m Currently OOO and WIII return
on [date].”

CEFLI Soft Skills - Anatomy of an Email Compliance & Ethics Forum for Life Insurers | 14



THAT'S A WRAP!
BE SURE TO REVIEW THE RESO URé IN THE

APPENDIX THAT FOLLOWS FOR MOR INFORMATION
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A Quick Read

* If you are looking
for helpful tips on
crafting effective
messages, consider
reading the book
Smart Brevity. It's a
fast read that offers
a specific format for
promoting efficient
and effective
communications.

CEFLI Soft Skills - Anatomy of an Email

"If getting your message across matters to you, this is the way to do it.”
—ARIANNA HUFFINGTON, founder & CEO, Thrive

Smart
Brevity

THE
POWER
OF SAYING
MORE
WITH LESS

Jim VandeHei, Mike Allen
and Roy Schwartz

The Smart Brevity Approach:
[Greeting],

[Strong lede - one sentence.]
WHY IT MATTERS:

[Add short, succinct content.]

THE DETAILS

[Be crisp and articulate; use
links and bullet points.]

[Signature]

ceﬂil*
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THE FORUM THAT CONNECTS.
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