
In an  ep isode  o f Seinfel d,  Jerry is s itt in g in a cafe  d iscussing  wi th  a fem ale  a cq uai nta nce te chnol ogy,  
part icula rly the  Internet  and el ectro nic m ail.  
Af ter sh e leave s,  Jerry a sks hi mse lf , “what  the  he ll is  e -ma il? ” 
The se d ays, whe n mo st hom e s an d j ust  ab out  a ll 
busine sses h ave th e Interne t and  e -ma il,  tha t que stio n 
woul d se em  o dd ind eed.  In fact,  e-ma il has beco me  a s 
mu ch a s a pa rt of  the wo rkp lace as th e tel eph one or fa x 
ma chine .  
“I woul d say i t ’s pro babl y crit ical  to th e workpla ce, ” sa ys 
Trevor W oods,  e xecut ive dire ctor of  i nform at ion techno logy 
at the Uni ve rsit y of  Lethbrid ge.  
“It  h as ch ange d the  wa y w e w ork. ” 
E -ma il has repl aced m em os,  t im e -co nsum in g m e eti ngs and  
even te leph one  con ve rsati ons.  O f te n, on e o f the fi rst  ta sks 
em ploye es p erfo rm  wh en th ey a rrive at  wo rk i s to check 
the ir e-ma il m essage s. Read ing  an d the n respond ing  to 
tho se m e ssa ges can be chal leng ing , howe ver, esp ecial ly 
when there m ay be hun dreds of  the m.  It ’ s no t uncom m on  
for Wo ods to  rece ive 100 -300 m essage s a da y,  all  wo rk 
re lated.   
“Ma nagi ng m essage s takes a lot  o f ef fo rt. ” 
Tha t ’s wh y W oods says it ’s im po rta nt pe ople  l earn to 
budg et their t im e and m ana ge th eir e-ma il wel l.  
The re a re 1 5,200 e -ma il accoun ts at  the  un iversit y, of  
which 2,100  a re e m ploye e a ccounts o n Exch ange . Th e rest are studen t,  a lum ni  o r com m un ity accou nts.  
On avera ge,  1 68,000 m essag es co mi ng fro m  ou tsi de th e i nst itu ti on are not  accepted for va rious reaso ns. 
Ab out  1 38,000  m essag es a re sca nned , determ in ed to  b e sp am , an d d eleted ; 600  m essag es are sca nned , 
determ ine d to be viruse s, and  de leted;  25,000  m essag es a re probab ly spam ,  bu t m ay be leg iti m ate , so th ey 
are deli vered;  and 31,00 0 m e ssa ges are prob ably not  spam  and del ivered . T hese num be rs do  n ot  in clude  e -
ma ils sent  f rom  within  the un iversit y.  
Whi le th ere are drawb acks, W oods bel ieves there are m ore ben ef its to e-ma il if  i t is  used pro perly.  Bu t it  
ma y ha ve re ached  a  po int  w here m any peo ple rel y too hea vily on the te ch nol ogy.  
“Pe ople  a re sa ying they can’ t live  wi th out  e -ma il, ” sa ys Lyn da Kavana gh,  o wner of  W OW  Com m uni cati ons,  
a m a rke ti ng,  con sult ing  a nd trai nin g b usine ss in  L ethbrid ge and Ca lgary.  
Whi le th at ’s pre tty p owerful testi m ony to  j ust how  i mp ortant  e -ma il has beco me  i n the  w orkplace , Kavana gh 
also recogn izes it  h as i ts disa dvantage s.  
“Whe n yo u’re  u sing it  i nstead of  tal k ing to so m eone , th en we have  a  bre akdow n i n co m mu nicat io n, ” 
Ka vanag h sa ys.  
Sh e sa ys pe opl e o ften rel y too hea vily on th e tech nolo gy a nd use it  i nap propria te ly. Bosses have  be en 
kn own to fire  e mp loyee s by e -ma il,  w hil e o th ers som e ti me s use  i t to  sa y som ethi ng th ey n orm all y wo uldn ’t 
sa y to anothe r pe rson fa ce to face.  Even  wh en e-ma il is  used for g ood,  th e re cipie nt  m ay som et im es 
mi sinterpret  th e m e ssa ge becau se the re isn’ t any v isual  co nta ct.  
“In e -ma il,  yo u ca n’t get  tha t bod y l angu age. ” 
E -ma il is  also pe rfect  for recei v ing un so lic i ted , bul k j unk m ail,  calle d sp am , as wel l as j okes and pe rso nal  
me ssa ges th at  cau se e m ploye es to waste valua ble  t im e.  
Whi le e-ma il used  im p roperl y can  wa ste t im e and cost  co m pani es tho usands of  doll ars i n lost  p ro duct iv it y, 
used app ropria tel y e -ma il can also  i mp rove produ cti vi ty and  save  thou sands of  d oll ars.  
“It  ca n b e eff ic i ent  i f it ’s used  p roperl y. ” 
Here are som e ti ps for e -ma il use in the workpl ace:  
• Use descript ive or m ean ingful  sub ject  l ines.  Address one sub ject  p er e -ma il whe never possib le,  and sti ck 
to the subje ct of  yo ur m e ssa ge.  
• Be  con cise and  use  a lo t of  p aragra ph breaks.  Ke ep parag raphs short  and do n’t send lo ng e -ma ils.  
• Incl ude the m essage con text .  W hen  rep ly ing  to an e-ma il,  i nclu de th e text  o f the origi nal  m essag e,  bu t 
quote onl y the rele vant  p orti ons.  
• Don’ t enter th e re cipie nts e-ma il add ress(es) u nti l you are read y to send the m essage.  Th is p revents a  h alf  
writ ten  e -ma il fro m  acci dental ly b eing  sen t.  
• Respon d sw if tl y,  preferab ly w ithin the sam e workin g d ay, an d ce rtai nly withi n 2 4 hours.  I f  l onge r, send  a 
re ply saying  that  you have recei ved th e me ssage and  yo u w ill  ge t back to the m.  
• Don’ t use e-ma il whe n a  tel epho ne conversat io n o r a  face -to -face  m ee tin g is m o re a pprop riate or w ill  
prevent  m isunde rsta ndin gs.  
• Use the  Bcc:  f iel d when  sen ding  a n anno uncem en t or newsl etter m essage  to m any peo ple.  The  “To: ” or 
“CC: ” fie ld pub lic ize s som eo ne ’ s e-ma il add ress w ith out  the ir p erm ission .  
• Onl y use  “re ply to  a ll ” if you rea lly need  yo ur m essa ge to  be  se en by a ll the recipi ents o f th e origi nal 
me ssa ge.  
• Don’ t fo rward a potent ia lly  sensit ive e-ma il unl ess yo u h ave perm issi on.  
• Don’ t send an  at tachm en t if  the con ten t can be wri tten in the bod y of  th e e -ma il.  
• Im m edi ately and cle arly state the purpo se o f the e-ma il in the bod y of  the  text .  
• Never m ake com m ents that  you woul d not  w ant  o the rs to read or that  a re  l ibel ous,  se xist,  discrim in at ing,  or 
offen si ve in any way.  
• An swer all qu esti ons,  a nd pre-em pt  further quest io ns.  
• Do not  w rite  i n CAPIT ALS. IT SEEMS AS IF  YO U AR E SHO UT IN G.  
• Don’ t use abb reviat ion s or em ot ico ns u nless you know  the recip ient  unde rstan ds the ir me anin g.   
• Be  care fu l w ith form at t ing . Rem em be r that  th e re cipie nt  m ay not  be abl e to v iew  form at ti ng (bol d,  col our,  
etc),  or m i ght  see  d iffere nt fonts tha n yo u i ntend.   
• Reread  you r e -ma il before send ing . Con si der th e ton e and conten t of  the m essag e f rom  your recipi ent ’s 
perspect ive.  
• Use a s i gnature f ile  that  inclu des your contact  in fo rma ti on.   
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In fo rm a tio n  t ec hn o lo gie s  e xe cu tiv e  d ire ct o r T re vo r  
Wo o ds , in  th e Un ive r sit y o f L et hb r idg e ’s m a in  d a ta  
ce nt re  c o nt ain in g  se r ve r s, ha r d dr iv es  a n d co re  
ne tw o rk ing  c o m po n en t s, sa ys  e -m ail is cr itic al in  th e  
wo rk p lac e.  H er a ld  p ho to  b y  Ia n  M a rt e ns
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