
Effective Email Messages


Considering the huge amount of email we each receive on a daily basis, your message faces significant competition for your reader’s attention. Effective email messages are written from the reader’s point of view. It’s important to clearly and quickly communicate what you want your reader to know and what actions you want them to take.


Since much has already been written about composing effective email messages, this guide provides suggestions on style and formatting for two common uses of email communication: newsletter and multiple topic messages and single topic messages.

I. Email image banners

Use the HR image banner for your department in a newsletter format or with messages with more than one topic that you wish to communicate to the Yale community. Email banners for each of the departments within HR can be found within the HR Communicator’s Toolkit at http://www.yale.edu/hronline/communications/HRemailbanners.html. Follow the instructions on the page to copy your image to a file on your computer for future use.   Use a sans serif style font for composing your message: Arial or Arial Narrow works well.
II. Newsletter and multiple topic message format

a) Choose the newsletter format if you plan to communicate to the Yale community on a regular basis; this format requires naming the volume, number and date of issue. This information will be helpful for archiving or referencing future communications for yourself and your readers.


If you do use the newsletter format, plan your messages to complement the two publications already issued through HR: Working at Yale and the Yale Business Management Online News or other campus publications. Information regarding publication deadlines and submission policies can be found at: http://www.yale.edu/hronline/communications/index.html
b) Use the multiple topic message format if you do not plan on communicating to your audience on a regular basis, but wish to convey timely information or important announcements. 
· Use the email banner in your message but omit the volume, number and date under the banner; this information is already contained in the header of the email


c) Compose a strong subject header in your email message. Think of your subject line as the headline of an important news article. Make sure the subject line relates to the message content
d) Develop an introductory sentence like, “The Benefits Office would like to remind you of the following important activities and deadlines…” 

· Use the inverted pyramid style of writing when composing your message

· Omit the listing of the table of contents but keep a bulleted/numbered or paragraph format for each topic 
N.B. Be sure to add the HR confidentiality notice (below) to your signature at the bottom of all your messages. In Eudora, crate a signature file that contains your personal contact information with the confidentiality notice added.
NOTICE: This e-mail contains CONFIDENTIAL information intended only for the use of the addressee(s) named above.  If you are not the intended recipient of this e-mail, or the employee or agent responsible for delivering it to the intended recipient, you are hereby notified that any dissemination, distribution or copying of this e-mail is strictly prohibited.  If you have received this e-mail in error, please immediately notify us by telephone at (203) 432-9874 or forward the e-mail message to us at mailto:first.last@yale.edu and advise us that you have deleted it. Thank you.
III. Single topic message format


There are times when you want to communicate important details about a single topic to your audience, such as staffing changes, or announcements that will have an impact or require your audience to do something. 

Start with a strong subject header in your email message. Think of your subject line as the headline of an important news article. Make sure the subject line relates to the message content.

a) Using the HR email banner is optional.

b) If you do choose to use the email banner, omit the volume, number and date; this information is already contained in the header.

· Left justify the email banner in the composition frame

· Use a sans serif style font for composing your message; Arial or Arial Narrow works well

c) Develop an introductory sentence like, “The Benefits office would like to remind you of the following important activities and deadlines…” 

d) Use the inverted pyramid style of writing when composing your message; this means getting the most important information, the who, what, when, where and how and why into the first two paragraphs; other details can follow in subsequent paragraphs.

IV. Regular interoffice correspondence
It is not necessary to use the email image banners with regular interoffice email. Please remember, however, to include the HR notice of confidentiality in your signature with all correspondence.


1. Newsletter Format:
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Date: Fri, 07 Jul 2006 15:24:51 -0400
To: Katherine Reynolds <katherine reynolds@yale. edu>
From: Katherine Reynolds <katherine.reynolds@yale. edu>
Subject: HR email banner & message format
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| Off NEWS
June 30, 2006
1. FLSA FAQ's
2. New Staffin Department
3. Best Practices Update
4. New Recruitment Tool Saves Time
1. FLSA FAQ's
Fui poenium detravoltum te vesum senatalem pubiter nihilinc virio efireme conteniliu et fatiae aceris,condi poti, optia L. Marit; nacum tum mum, veressus, C. Senat, nica
rei facidic estanum viditam lospotam omperit iaelicientea re et nihilne confesum iptemgu idepatiam inatrei senit nostife cutussu llarbit fina, complininte hinte cularterbi tum.
Find more information at: hitp:ffwebsite. address@yale.edu
2. New Staff in Department
Fui poenium detravoltum te vesum senatalem pubiter nihilinc virio efireme conteniliu et fatiae aceris,condi poti, optia L. Marit; nacum tum mum, veressus, C. Senat, nica
rei facidic estanum viditam lospotam omperit iaelicientea re et nihilne confesum iptemgu idepatiam inatrei senit nostife cutussu llarbit fina, complininte hinte cularterbi tum
et confiriocrem hil ubliceps, stum. New Staffer can be reached at 2-7890.
3. Best Practices Update
Etractus aut aperorei iame tabus publisse, quos essestr actanul hicaed re caedeo confit gra conossenatientem in duce tuium ocures! Maximperum perevil intravo
listerevitam Pala perius. M. Ti. Opio const? Contact: mailto-first lastname@yale. edu for additional infarmation.
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2. New Staff in Department

3. Best Practices Update

4. New Recruitment Tool Saves Time

1. FLSAFAQ's
Fui poenium detravolturn te vesum senataler pubiter nifilinc virio effeme conterviliu et fatiae aceris condi poti, optia L. Marit; nocurn tum murn, veressus, C. Senat, nica
rei facidic estanurn viditam lospotam omperit iaelicientea re et nihilne confesurn iptemqu idepotiam inatrei senit nostife cutussu llarbit fina, complininte hinte culartebi tum

Find mare infarmation at: hitp:fwebsite. address@yale edu

2. New Staff in Department
Fui poenium detravolturn te vesum senataler pubiter nifilinc virio effeme conterviliu et fatiae aceris condi poti, optia L. Marit; nocurn tum murn, veressus, C. Senat, ica
rei facidic estanurn viditam lospotam omperit iaelicientea re et nihilne confesurn iptemqu idepotiam inatrei senit nostife cutussu llarbit fina, complininte hinte cularterbi tum
et confiriocrern hil ubliceps, stum. New Staffer can be reached at 2-7690

3. Best Practices Update
Etractus aut aperorei iame tabus publisse, quos essestr actanul hicad re caedeo confit gra conossenatientem in duce tuium ocures! Maximperum perevil intravo
listerevitar Pala perius. M. Ti. Opio const? Contact: maikto-frst lastname@yale edu for additional information

4. New Recruitment Tool Saves Time
Fui poenium detravolturn te vesum senataler pubiter nifilinc virio effeme conterviliu et fatiae aceris condi poti, optia L. Marit; nocurn tum murn, veressus, C. Senat, ica
rei facidic estanurn viditam lospotam omperit iaelicientea re et nihilne confesurn iptermqu idepotiam inatrei senit nostife cutussu llarbit fina, complininte hinte cularterbi tum
et confiriocrern hil ubliceps, sturn
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2. Single topic message format:
[image: image3.png]Katherine Reynolds, 01:24 PM 7/10/2006, Management Skills Training for Administrative Professionals]
' Fie Edt Malbox Messags Transfer Special Tools Window Help -8 x

U P U2 HW F o0 L4 TE He | @ -

¥ WP M F @ | o1 v| SubjectManagement Skills Training for Administrative Professionals

YeMailer: QUALCOMM Windows Eudora Version 6.2.3.4
Date: Mon, 10 Jul 2006 13:24:22 0400

To: Katherine Reynolds <katherine.reynolds@yale edu>

Frorm: Katherine Reynolds <katherine reynolds@yale. edu>

Subject: Management Skills Training for Administrative Professionals
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YALE Organizational Development & Learning

Difice of Human Resources NEWS

rative Professionals

Management Skills Training for Admi

A new managernent skills training serninar is being offered to campus administrative professionals on July 18, 2008 (Tuesday), from 9:00 AM- 3:30 p.m. at the Leaming
Center, 221 Whitney Ave LL1. The seminar, conducted by Fred Pryor Seminars, has a nominal fee of §85. To register for this one-time special session, click here.

The serminar is designed to help assistants master and take advantage of a variety of upperlevel skills that will help therm manage projects professionally, comrmunicate
more effectively, solve problems swifly, make decisions with ease and use negotiation and leadership skills to win ongoing respect, support and admiration of colleagues
and managers alike.

Learn how to hamess the power of managerment skills even if your tile doesnt say "manager”. Register today!
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Email banners for each of the departments within HR can be found within the HR Communicator’s Toolkit at http://www.yale.edu/hronline/communications/HRemailbanners.html. After saving your departmental image to your computer file, follow these steps to insert the image banner into your email message:
a) In Eudora, place your cursor in the composition plane
b) From the dropdown toolbar, select Edit>Insert>Picture
c) Navigate to the folder in which you placed your image banner

d) Select the image and click open; the image will appear in the composition plane
e) Be sure that the image is Left justified in the composition pane.
f) Follow the email message format previously explained
1. Email image banner





2. Volume, number, date





3. Table of contents





6. Confidentiality statement





4. Body of message





5. Signature





HR Email Banners and Message Format





Inserting HR image (jpg) banners into email messages


























1. Strong subject line





2. Optional email banner, left-justified





3. Inverted pyramid style of writing:


Who, What, When, Where, How and Why  














4. HR Notice of Confidentiality








HR Internal Communications | 8/3/2006

2

