Email Guidelines for 106I

I’m setting up some class rules about when you email me, effective immediately. If you don’t include or follow all of these when you email me, I’m not going to open or respond to your email—I will just bounce it back to you.

SUBJECT LINE:

Every email must have a subject line that is some kind of summary of your question/problem/issue. Good examples of this are “blog problem” or “assignment question” or “draft of current assignment.” BAD examples are “hey!” or nothing at all. I’ll delete those. When posting to the whole class please use “English 106i: your topic” as subject line, e.g.“ENGL106i: Draft of my Project”

EMAIL BODY

1. Follow traditional rules of capitalization and punctuation.

2. This is just a courtesy thing, but I want you to have some kind of a greeting in your email that includes my name when you are writing to me. “Ms Moussu:” is fine or “Dear Ms Moussu” or “Ms Moussu, Whazzap” or whatever. But just don’t launch in to your email and be stating, asking or demanding things without addressing me first.

3. When you finish your email, you must include your first AND last name.

ATTACHMENTS

1. When sending email attachments of documents, you MUST include them either as Microsoft Word Files (.doc), Rich Text Format (.rtf), or Adobe Acrobat (.pdf). I’m getting weird like .wps and other stuff—I can’t open them, and I won’t bother trying. 

2. All attachments must include your first AND last name, 

So...here is a bad example:

FROM: bad_student@purdue.edu

TO: lmoussu@verizon.net

SUBJECT:

ATTACHMENT: randomwriting.wps

yo, here it is. tell me what you think

And I would bounce it right back. Here ’s the email done correctly:

FROM: good_student@purdue.edu

TO: lmoussu@verizon.net

SUBJECT: ENGL106i: my project draft

ATTACHMENT: lastname_summary.doc

Ms Moussu:

Can you please look over this draft before class Thursday? Thanks.

--Good Student.
Perhaps this sounds picky, but you’ll want to cultivate good emailing skills for college and beyond. The style you use with your friends just isn’t rhetorically appropriate in academic and professional contexts. You’ll get a much better response from your instructors and professors if you tell them who you are, when you’re in their class, what you’re giving them, and what you want. Got it? Excellent.

-- Ms. Moussu

