10 Tips for Writing Effective E-Mail 

By Barbara Gastel | 16 Nov 2008

“Does anyone have a blog topic to suggest?” I asked one of my classes last week, after a student mentioned the AuthorAID blog.

“Write about doing e-mail,” a student quickly answered.

What a good idea! Much of the writing that researchers do is e-mail. And preparing e-mail skillfully can save time, avoid confusion and conflict, and promote success.

So here are 10 tips on preparing e-mail:

1. Use an informative subject line. For example, rather than saying “A Request”, say “Request to Review Draft”. 

2. State important points early in the message, to help make sure that they are read.

3. For readability, keep paragraphs short. Also skip lines between paragraphs.

4. Keep e-mail messages fairly short. If you must send a lot of text, put some of it in one or more attachments.

5. Remember that e-mail isn’t private. So don’t include anything that is confidential—or that could be embarrassing. 

6. When replying to e-mail, begin positively, for example by thanking the person for writing.

7. Be careful not to reply to a whole group if you want to reply to only the sender.

8. When sending a message to many people, use the “BCC” feature, so recipients don’t receive a long list of addresses.

9. If possible, avoid sending e-mail when you’re angry. Otherwise, you might send a message that you regret.

10. Before sending professional e-mail (for example, to a journal editor), proofread it carefully. 

I hope that you find these tips useful. Now it’s time for me to answer some e-mail!

高效电子邮件的十个写作技巧
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研究人员的写作大部分是电子邮件。有技巧地写作电子邮件可以节约时间，避免困惑和分歧，并提高成功性。以下是电子邮件的十个写作技巧：

1． 使用包含具体信息的邮件标题。例如，不要简单写道“一个请求”，而应该写明“请求审读草稿”。

2． 在邮件中尽早提及要点，确保对方会读到这些要点。

3． 段落简短，段落之间有间隔，以提高可读性。

4． 邮件内容简短，如果需要发送大量内容，把其中部分内容放在一个或多个附件中发送。

5． 切记电子邮件并不保密，不要将私密内容或可能令人难堪的内容放在电子邮件中。
6． 回复邮件时，应以正面信息作为开头，例如感谢对方来信。

7． 当你只想回复发信人时，小心不要把回信发送给整组人。

8． 当发送邮件给很多人时，可以使用“密送”（BCC）功能，这样收信人就不会收到一长串邮件地址了。

9． 有可能的话，避免在生气时发送邮件。否则，你可能会发送出一封让你后悔的邮件。

10． 发送专业性邮件（如发送给期刊编辑的邮件）前，仔细校读邮件内容。

希望这些技巧能对你有所帮助。
