
TWELVE GOLDEN RULES
OF EMAIL USE

By Tim Moline

Email has become an important means of com-
munication that is used by people at work and at
home around the world. I have collected the fol-
lowing Golden Rules of email use with some help
f rom fellow emailers. These tips will help you
avoid misunderstandings and get the most out of
this powerful medium.

A LWAYS …
• include a clear and specific subject line.
• read your email message (some say thre e

times!) before sending it. Remember, you can’t
always call it back.

• edit any quoted text down to the minimum you
n e e d .

• check who will be receiving your message and,
p a rticularly when you use the “Reply to All”
function, ensure that you are only sending it to
people who need or want to receive it.

• think about how the recipient of your email
might react to your message.

• check your spelling and grammar (and/or use
spelling and grammar check tools if they are
included with your email application).

• if in doubt, save your message overnight and
re read it the next day before sending it.
P e rf o rming this small exercise can save you
anguish, embarrassment, and more !

NEVER …
• curse, flame, spam, or use all capital letters in

your email. Using all caps in an email message
is equivalent to yelling!

• f o rw a rd chain letters. Chain email letters often
a re mediums for the spread of computer viru s e s
and scams.

• use email for any illegal or unethical purpose.
• rely on the privacy of email, especially fro m

work. It is wisest to assume anyone, anywhere
can gain access to your message.

• forw a rd anything to others that you find hateful
or disgusting to re c e i v e .

Tim Moline is the Technology Applications/Data
Management Specialist for the PREL Technology Center.

Tech Tips provides information on the use and mainte-
nance of computers. PREL offers no guarantee against
any loss that may occur to your computer system as a
result of using this advice. Professional assistance should
be consulted as appropriate.

D AVE’S ESL CAFE
www.eslcafe.com
Stop in at Da ve’s ESL Café for a full
menu of ESL learning materials. T h e
site provides re s o u rces for ESL teachers
and students. The “Idea Cookbook”
link for teachers provides many exe r -
cises teachers can use. T h e re are also
a reas for students to seek help and
engage in interactive learning.

EVERYTHING ESL
www.everythingesl.net
This website, authored by longtime
ESL teacher Judie Haynes, contains
many articles, tips, and suggestions.
The “Lesson Pl a n s” link prov i d e s
access to several lessons and dow n l o a d-
able files that can be used by K-12
teachers with ESL students. T h e
“Teaching Ti p s” area provides a we a l t h
of information on strategies and modi-
fications appropriate for classro o m s
with ESL students.

ESL THROUGH MUSIC LESSON PLANS
www.forefrontpublishers.com/
eslmusic/lesson_plans
This lesson “swap meet” lets educa-
tors publish and search lesson plans
that incorporate music into En g l i s h
language acquisition activities.
Teachers submit ideas on how to use
music to enhance vo c a b u l a ry, speak-
ing, writing, listening, and re a d i n g
c o m p rehension skills. T h e re is a
range of lesson plans appropriate for
use with all ages, from young chil-
d ren to adult learners.

These websites we re active as of Se p t e m b e r
2004. PREL cannot guarantee that they
will continue to be available for any give n
period of time.

Links to Helpful Education Resourc e s
>fi n d i to n l i n et e cht i p s
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The following websites contain useful information and resources for
teachers with English language learners (ELLs) in their classes. ELLs
are also often referred to as English as a second language (ESL) stu-
dents. See “English Language Learners” on page 4 for more informa-
tion about terminology.


