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Why Professional e-mail

o Taking a little time to think about how
your email looks from the standpoint of
the recipient can go a long ways toward
presenting a professional image.

e Here are eight things you should check to
make sure, that when you send an email,
it conveys the image you want.
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Setting Up Your Name to Show up
Instead of Your Address

e - When you send an email, it should show
your name in the “from” field.

Sometimes people have it set to just show their email
address. The worst setup is when it shows something

like “NA.”
This is an example of how your emails should not look
tO someone else: NA NA RE: Group Pr... 6/9/07 10:13 AM

e This is an example of how the” to” field should appear
when someone receives your message:

"Mark W. Shead" <mark@productivity501.com=> to me
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Include Your Full Name

e Some people like to use just their first
name, but when the person receiving your
message is scanning a list and sees “Tom,”
it may be difficult for them to know which
“Tom” the message is from.
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Don’t Use a Nickname

e | get emails from SmoothGeek and similar names. It is
frustrating to try to figure out who the person really is. There
might be a reason to use a nickname if you are concerned
about privacy, but be prepared for people not to take you
seriously because there doesn’t seem to be a real person
standing behind the email.
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Avoid Complicated Formatting

e Keep in mind that the email that looks
really nicely formatted on your email
client may get butchered by your
recipient’s.
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Use Something Professional for
the Username

e EvilGoddess@gmail.com might have seemed like a good idea at
the time. It might be great for your friends who get the joke,
but someone who doesn’t know you may not draw the same
conclusions. Here are so me ideas to help get you started:
bob.hope@mail.com
bob.t.hope@mail.com
bhope@mail.com
bobh@mail.com
bob.townes.hope@mail.com
bob_hope@mail.com
bob.hope.mba@mail.com

bob.hope.engineer@mail.com
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Use Your Own Domain

e |f you run www.mysite.com you should
be able to send and receive mail from
yourname@mysite.com. This isn’t as
difficult as it sounds.
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Avoid Long Signatures

e Two to four lines should be more than enough. Resist the urge
to include several paragraphs or your biography. Include a link.
If someone wants to know more, they can follow it without
cluttering up your messages. If you do go with a longer
signature, don’t include it on your replies. Let people see it
once, but don’t keep throwing it in their faces for the rest of
the exchange.
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Our offer

e If you do not have a tiande.uk Email
address, but would like one - you can!

e You can have professional email address look like:

tom®@tiande.uk
marina@tiande.uk
alice.kornacka®@tiande.uk

Miklaseviciute@tiande.uk

xxxxxx@tiande.uk

e Don’t miss your opportunity
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For more information

For more information please write to

Also you can buy this Oportunity via

Your email waiting for you ©
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