
Type content of your 
email

Don't Use Slang Be Polite Be Appropriate Be Friendly

Use Words Like "Please" and "Thank You" Start with "Hi", "hello" or "Dear"

Use your best Grammar and Spelling (to Show you care)

E-mail is NOT private, Be Careful what you say

Check your e-mail regularly

Use Spellcheck, proofread before 
sending

NEver Open an email from someone 
you don't know

Never Ever click on a Link in an email 
from someone you don't know

Spam or Trash or Show to an 
adult

Respond to the Person or to request in a 
timely manner

Use your school email for school 
purposes

To: Enter email Address

Enter a Relevant 
Subject/ Title for your 
email

1.

2

3.

4 Send your email

Avoid Hackers/Viruses/ 
Inappropriate E-mails

Don't Mix School with personal 
Accounts

Make a good impression/ Show 
you care

Keep your inBox Organized Timeliness, Responsiveness, 
Orderly, Don't lose an E-mail
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