Email Quiz

Part 1
Read the situations that follow.  In the case given, which would be better, a letter or an Email?  
Write 'Letter' or 'Email'.

1.     A request for money for a charity event.

2.     A message to express sympathy to a friend who lost a loved one.

3.     A response to a perspective employer to show that you are comfortable with technology.

4.     A note to a friend, clarifying where you will meet tomorrow.

5.     A notification indicating a change in a staff member's job category.

6.     A wedding invitation.

7.     To send a report which is time-sensitive.

8.     To write to a mail-order company to react to a wrong item you received.

9.     To send notification pertaining to contracts.

Part 2

For each of the following statements, indicate if it is something you should or should not do in Email.  
Write do or don't.

1.     _____send the same thank-you or friendly E-mail to a lot of friends at the same time.

2.     _____make complaint letters very concise and complete.

3.     _____use a lot of punctuation (e.g. Using ellipsis [ … ] to show trailing thoughts)

4.     _____send chain letters.

5.     _____compose e-mail messages in HTML.

6.     _____use a lot of pictures.

7.     _____use a lot of special formatting.

8.     _____include your “signature” in business and casual e-mails.

9.     _____proofread your Email before you send it.

10._____ask permission before forwarding a message.

11._____use E-mail jargon or acronyms.

12._____make your reply, or any of your comments, easy to find in your message.

13._____type the http:// before any Website address.

14._____attach large files or files created by uncommon software.

15._____begin your Email with a salutation.

16._____carefully consider what you write or attach.

17._____write messages that make your reader scroll down to a second page.

18._____write anything you wouldn't write on a postcard.

19._____type in all capital letters.

20._____use capitalization that follows normal rules.

Part 3  There is currently a workgroup which is devising guidelines for the use of Email at the United Nations.  To organize these guidelines, the following categories will be used.  In your opinion, what suggestions or ‘rules’ should be listed under each category?  List as many as you can for each.
Ensure efficiency

Maintain professionalism

Aim for accuracy

 Illustrate good writing skills

 Limit use of the fancy and trendy
