
What’s missing in your email? 

 

Imagine you need a document from a co-worker. Would you ever take the document from 

them and walk out of their office without saying a word? Probably not, more likely, your in-

office interaction would go something like this: 

“Hi Karen, here’s the file that needs to be sent out tomorrow. It needs a quick review and 

the client’s signature.” 

“Thanks Ed, I’ll review the file before lunch and am meeting the client at 4pm.” 

“That’s great Karen, if there are any changes let me know before 2.” 

This interaction is quick, polite and professional. So why do we communicate otherwise in 

email? The email version of this situation is often: 

Karen,  

See attached.  

Ed 

Does Karen email a reply to Ed and acknowledge the receipt of the file? Does she thank him 

for the documents? Does she inform him of her intentions to review the file and meet with 

the client? When Ed’s expectations aren’t stated in the email, it’s improbable that Karen will 

reply in a style different from Ed’s. The result is poor business communication.  

We would never walk into an office to receive a document and not greet, thank or 

acknowledge our co-worker, so why is this acceptable etiquette for email communications?  

While email is an efficient method of communication, so much of the standard polite and 

courteous behavior is missing compared to personal interactions. This lacking negatively 

impacts effective communication and the business in general.  

You walk into an office and greet the person.  

When you hand off a file, you give a brief explanation of expectations. 

When you take a file, you thank them and reply to their expectations.  

In short, it’s beneficial to compose an email as you would speak in person.  



- Say hello 

- Thank them 

- Acknowledge receipts and deadlines 

It’s not necessary to ask about Sally’s dance recital to communicate effectively in an email, 

but professional courtesy should always be a priority.  

It’s a great idea to review your email communications and look for areas to improve.  


