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Good Email Guide

These top tips are intended as a prompt for discussion on your team about how to
use email respectfully and efficiently. For more information and advice see:

www.universityofgalway.ie/goodemail

Respect
Recipients' Time

Start with a clear subject line and
put the most important information
at the beginning of your email.

Spare the CCs

Picking up the phone, dialling in on
MS Teams or meeting in person
could be much more productive.

Minimise Emails \ ~
Out-of-Hours -

If you cannot reply within a reasonable
time (e.g. 48 hours) send a brief response
to say the email is being dealt with.

Keep it Private

Keep your writing neutral and professional
to ensure your emails aren’t picked up
wrong or inadvertently cause offence.

Consider your
Carbon Footprint

Uploading files to Sharepoint is a great
way to cut down on attachments, store
information and work collaboratively.
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Be Kind!
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Take the time to make your message as
clear, brief and relevant as possible.

Cut to the Chase

Who really needs to be copied into your
email? Reduce the number of recipients,
and only 'reply all' if necessary.

Talk it Through

You are not expected to respond to
emails once you log out at the end
of the working day.

Respond as
Promptly as
Possible

Make sure you comply with GDPR.
Be mindful that all emails can be subject to
a Freedom of Information request.

Tone doesn’t
Translate

Reducing the number of emails,
recipients and attachments can help
in the fight against climate change.

Shift to
Sharepoint

Be kind and polite, and appreciative
of the time others are spending on
your correspondence.

www.universityofgalway.ie/goodemail
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Is éard atd i gceist leis na leideanna seo plé a spreagadh i measc d’fhoirne maidir le
riomhphost a Usaid go measuil agus go héifeachtach. Le tuilleadh eolais agus
comhairle a fhail féach: www.universityofgalway.ie/goodemail

Glac am le do theachtaireacht a dhéanamh
chombh soiléir, chomh gonta agus chomh
habhartha agus is féidir.

Biodh Meas agat ar
Am na bhFaighteoiri

Tosaigh le line abhair fhollasach
agus cuir an t-eolas is tdbhachtai ~ - - Abair amach é
ag tus an rphoist. &

) Cé a chaithfear a chéipeail i do phost i ndairire?
Sparail na CCanna \ Laghdaigh lion na bhfaighteoiri, agus na ‘seol
- freagra chuig cach’ mura bhfuil g4 leis.

D’fhéadfadh glaoch guthain, _ i
diailit ar MS Teams, né cruinni - Déan é a Phlé
duine le duine a bheith ni ba thairbhi. :

Laghdaigh lionina Niltear ag suil go bhfreagréidh tu
rphost lasmuigh de \ rphoist nuair a logalann tu amach
ghnathuaireanta oibre \ ag deireadh an lae oibre.

Mura féidir leat freagra a thabhairt laistigh d’achar § A " ‘ Seol Freagra
réasunta (e.g. 48 uair), seol freagra gonta le ra go B\ \ Chomh Scafanta
bhfuiltear ag déileail leis an riomhphost. &8 agus is Féidir

Déan cinnte go bhfuil ti ag comhlionadh
Rialachan Ginearalta maidir le Cosaint Sonrai
(GDPR). Bi aireach gur féidir le gach rphost

a bheith faoi réir iarratas ar Shaordil Faisnéise.

Coinnigh faoi Run é

Coinnigh do chuid scribhneoireachta neodrach , ,
agus gairmiuil le cinntit nach mbainfear an chiall Vi R Ni thagann Tuin
chontrailte as do rphoist n6 nach geuirfidh do =527 ” Slan i Rphost
rphoist muisiam ar dhaoine eile de thaisme. T
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D’fhéadfadh go gcuideodh laghdu ar lion na
rphost, faighteoiri agus ceangaltan leis an
troid i gcoinne an athraithe aeraide.

Is bealach |ontalch é comhaid a L{aslodall cfjmg p » > Aistrigh chuig
Sharepoint le lion na gceangaltan a laghdu, le o b Sh .
oy o ; 2 arepoint
heolas a storail agus le comhoibrit a dhéanamh. &

tuisceanach faoin méid ama ata daoine
eile ag caitheamh le do chomhfhreagras.

.‘ Bi cinedlta agus dea-bhéasach, agus

Bi Cinealta!
A
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