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Are Your Emails and Communications Professional?! (5-5) 
Professional Emails and Communications 
The problem with email is that it has created a ‘familiarity’ that often borders on the 
unprofessional”! 
 
I was raised in the “old school” where every letter or note you wrote had a formal beginning, 
respectful body, and a formal ending. 
 
When you received a letter or note, you knew it was addressed to you and you knew from 
whom it came. 
 
Here are some of the things we have found over the years: 

• Many people create an email without taking into consideration what the recipient will 
see. Exceptional care needs to be taken in every email (read it before sending – better 
yet, compose it in word, save it in your client’s folder and then, after editing, send it). 

• Many people write an email, forward an email, or reply to an email, and forget to insert 
or amend the “subject” line. The result is that because the subject is often not clearly 
stipulated in the body of the email either, the recipient does not know what the email is 
about. 

• And the spelling… The most used email programs today are undoubtedly Microsoft 
Outlook, Microsoft Outlook Express, Internet Explorer, Gmail, Yahoo, and MSN 
(Hotmail). They all adhere to the same standards - HTTP or TEXT email format, standard 
line wrapping, font and formatting features etc. Before you send an email, view it 
yourself in the program in which you compiled it, and you will see for yourself what the 
recipient is likely to see. The question you should ask yourself is - “Am I satisfied? Would 
I be happy to receive this email? Does it look professional? 

 
Here are a few quick and easy to implement “tips and tricks.” 

• Your “senders” name. In Outlook, click on Tools/Accounts and the Mail tab, highlight 
your email account; click on Properties and under “User Information,” and look at 
“Name.” What do you have in there? Is it something witty or humorous like “Luke 
Skywalker” or “I12Brich”? If so, consider that this name is what the recipient will see in 
the “from” field when reading your email. Will the recipient know the email is from you? 
Is it professional? Does it project the desired image? In Outlook, Internet Explorer and 
Netscape, the “Name” setup is similar. 

• Always start your email with “Dear [name]” or “Hello [name]” or even “Hi [name].” Let 
the recipient know you are writing to him or her. 
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• Where possible, even say “Hi [name]” in the subject line - followed by the subject of 
your email. A recipient is more likely to take the time and read your email if it’s 
personalized! 

• Create a “signature” that is automatically included in your new emails. The same 
“signature” can be inserted in forwarded emails and replies with just two mouse clicks. 
Please see my previous email on how to set up signatures - I will re-send it to you if you 
wish and you let me know. A signature “ends off” your email with something like “Best 
Regards” or “Sincerely” and can also be set up to include your name, telephone, email 
address and website address (refer to the marketing folder with letters for example 
signature). 

• Do not use bright, garish backgrounds or stationery in your emails. You may think they 
attract the recipient’s attention, but the effect can be exactly the opposite. They also 
increase the size of your email. This means that it will take longer to send. 

• If you’re not confident of your spelling and grammar, compile your email in Word and 
check spelling and grammar - then copy and paste it into your email program. It’s as 
fast. Most email programs do check spelling for you if set up to do so, but it’s a time 
consuming and laborious process. 

• If you really want to be certain of how professional your email looks, compile and send a 
test email to yourself. View it using different email programs if you have them installed 
on your computer. See for yourself exactly what the recipient is likely to see. 

 
Your Business is “Email” 
If your email is unprofessional, confusing, not correctly addressed or signed, sloppy, abrupt, 
rude, abusive, or incomplete – how can you expect to succeed in your business? 
 
Please | Thank You! 
Finally, please and thank you for going along ways in portraying courteousness, appreciation, 
and respect for others. Yes, we are all busy! Yet, the few extra seconds is worth a long-term 
relationship with those who you desire to engage in and work with! 
 
What Are You Portraying? What Are You Presenting? 
 
©ATS 
 
30+ years growing people, procurement, and projects! 


