Subject Lines,

Salutations, Closings

& Dates
Subject Headings

In the following situations, which, in your opinion, would be the best subject heading?

1.  You are sending a reminder to other staff in your department regarding tomorrow’s meeting.

a. Meeting
b. Tomorrow’s meeting
c. Darfur report meeting - Tues
d. Reminder:  Darfur report meeting – Tues 12 Oct

2.  You are sending routine work-related news to your colleague/friend in a counterpart office.

a. Hi
b. Update from the New York office
c. Greetings from the New York office
d. News from me in NYC

3.  Your department was recently audited, and, as a result, changes will need to be made.  You are writing 

     to your staff to inform them of this.

a. Action needed 
b. Can you do me a favour?
c. Auditor's action points
d. You need to do this!

4. You recently missed a mandatory all-department meeting (you forgot about it!), and are writing to your 

    boss to apologize.

a. Missed meeting
b. Sorry I missed the meeting – I forgot!
c. Apologies for absence from yesterday’s meeting
d. What happened?

5.  You are writing to your boss to request 1 week off next month so that you can take a trip to Bermuda.
a. On vacation
b. Bermuda 
c. Can I take 1 week?
d. Holiday request for 15-19 November

6. Having recently completed a training programme, you are writing the presenter with some suggestions.

a. Ideas for 12 Oct
b.That was awful!
c. Feedback on 12 Oct workshop
d. Feedback on your presentation
7.  In response to your request, your boss has just excused you from tomorrow’s meeting so that you can 

     go to a medical appointment. He/she wished you well, and you are now responding to his/her message.


a. Thank you! 
b. Thank you for your comprehension.
c. Thank you for your understanding.
d. [No response - and thus no subject heading -  is necessary]

Salutations

For each of the situations listed below, indicate what salutation – or salutations – you feel are best.

1.  You are writing to a staff member, Mary Smith, whom you don’t know personally.

a. Dear Mary,
b. Dear Ms Mary,
c. Dear Ms Smith,
d. Dearest Mary Smith,

2. You have been asked to send a message to Terry Smith.  Since you don’t know Terry personally, you 

    don’t know his/her gender. (‘Terry’ can be either a man’s name or a woman’s name.)

a. Terry Smith,
b. Dear Terry Smith,
c. Dear Ms Smith,
d. Dear Sir / Madam,

3.  You are writing to a colleague with whom you work closely with, Elizabeth Smith, with a new question.

a. E-
b. Dear Elizabeth,
c. Elizabeth,
d. [No salutation]

4. You are writing to all other staff members in your department – from G3 to P5.

a. Dear all,
b. Dear colleagues,
c. Dear [Name of your department] staff,
d. [No salutation]

Closings

Which of the following closings do you feel are appropriate for a work-related e-mail message?  Circle those you feel are appropriate, and cross out those you feel are not.  Can you think of others?

	Best regards,
	Regards,
	Till soon,
	Bye,
	All the best,

	Yours Faithfully,
	Sincerely,
	Thank you,
	Love,
	Ciao,


Other suggestions:

Dates

What is the best way to write the date in the following e-mail?  Why?


a) tomorrow


b) tomorrow, 11/12/04

c) tomorrow, 12/11/04

d) tomorrow, Tues, 12 Nov
e) tomorrow, Tuesday, 12th November
f) tomorrow, Tuesday, 12 November

g) tomorrow, Tuesday, 12 November 2004
h) Another suggestion?  ____________________________
Dear fellow ‘Netiquetters’,





This is just a friendly reminder that our next Netiquette meeting is  ________________ at 2pm in S-606.





Please see the attached agenda, and, if you like, contact me with any additional topics for discussion.





I look forward to seeing you soon.





Best regards,





Jodi











October, 2004

(Nooyen, Islam)


