Best Bets for October 2011

E-Mail communication best bets

Several times a day, you probably scan your e-mail subject lines and decide what you'll read now, what you'll postpone, and what you'll trash. And, as you read an e-mail, you rely on the subject line as a guide to content. So do your readers. Here's an invaluable reminder from Better Communications:

ONE TOPIC PER E-MAIL
When you discuss more than one topic per e-mail, you risk consigning your second, and further, topics to oblivion, regardless of their importance. Include one topic per message, and give it a descriptive subject line.

A CAUTIONARY TALE
Halfway through a major team project, Gina sent Tom an e-mail with the subject line: REVIEW TEAM MEETING AGENDA FOR THURSDAY 3 P.M.

That was fine with Tom, intimately familiar with the project. Grateful to Gina for such a complete subject line, he didn't even open the e-mail, figuring he'd print the agenda just before the meeting. But Gina ended her message with a new, although related, topic: the Vice President of Marketing would be in town for the meeting and wanted Tom to present a new project he was working on. Unfortunately, Tom read the message too late to prepare a complete presentation.

THE BOTTOM LINE
Be considerate of your readers, and make sure your entire message is read, by including only one topic per e-mail. Even though this may increase the number of e-mails in your readers' in-box, they'll thank you for it!

