Email, The Parts

What information do you need to send an email
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To:
The main email address of the person you are sending the message to

· no spaces or funny punctuation. @ sign okay. _-. okay. 

· NEVER USE ~! ?": in an email address

· check for typos

· can separate multiple addresses with commas

CC: (carbon copy)

Do you want to send anyone a copy of your message?

· often used for people who are not the main recipient

· this example uses and entry from the address book

· can separate multiple addresses with commas

BCC: (blind carbon copy)

Do you want to send a copy to people whose addresses are hidden?

· every email program has this function, but some hide it

· somewhat confusing usage, address is hidden from everyone
· very good for lists, or people whose address you want to keep private

Subject:
Make sure this is relevant, concise and informative.

- avoid empty subject lines or uninformative ones like "Hi"

- learn what Re and Fwd mean

- people who get a lot of email pay close attention to this line

- do not call something urgent unless it really is

- avoid exclamation points
