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Netiquette:  
Composing Email 

________________________________________________________________ 

 
Critical Learning Materials & Interactions 

 

 Summarize information from 

multiple internet sources 

 Understand email: my attitudes, 

advantages and disadvantages, 
comparison to memos, guidelines 
for writing effectively  

 „Translate‟ from 1 form to 

another  
 Use writing process to compose 

and revise an authentic email  

 

 Student Response Page: Netiquette  

 Dennis G. Jerz. “Writing Effective Email: Top 
10 Tips” available at 
http://jerz.setonhill.edu/writing/e-text/e-
mail.htm  

 Email Etiquette. The Writing Lab & The Owl at 
Purdue and Purdue University, available at 
http://owl.english.purdue.edu/owl/resource/63
6/01    

 Albion.com and Seth T. Ross. The Core Rules 
of Netiquette, available at 
http://www.albion.com/netiquette/corerules.ht
ml 

 Sample memos from Ontario College Writing 
Exemplars, available at 
http://www.gotocollege.ca/pdfs/6-
8_OCWE.pdf 

 Recommended interaction with another 
student  

 
Minds On  
 

  Don Tapscott (2009), who 

coined the term “Net Generation”, 
writes that those who grow up 
digital consider email to be a formal 
and professional way of 
communicating. For daily 
communication, this generation 
prefers faster and more interactive 
forms such as instant messaging. 
Tapscott writes that when Net 
Geners email a company, 80% 
expect a quick response—which 
doesn‟t always happen. 
 
But email has its uses. At work, 
email is faster than arranging a 
meeting and talking.  
 

 

 List the forms of communication you use, e.g., 

telephone, face-to-face meetings, instant 
messaging, social networking, email, and texting. 
In writing or in a conversation with your teacher or 
a classmate, identify the forms of communication 
you use most, those you use least, and the 
reasons why.  
 

 Using a T-chart and working with a partner if 

possible, brainstorm advantages and 
disadvantages of email for college or work. 

 

Action!   
 

 

  Emails  have many uses:  

 

 Turn to your notes on memo writing from 

http://jerz.setonhill.edu/writing/e-text/e-mail.htm
http://jerz.setonhill.edu/writing/e-text/e-mail.htm
http://owl.english.purdue.edu/owl/resource/636/01
http://owl.english.purdue.edu/owl/resource/636/01
http://www.albion.com/netiquette/corerules.html
http://www.albion.com/netiquette/corerules.html
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
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 to persuade others 
 to provide information 
 to approve a budget 
 to arrange a meeting 
 to extend a deadline 
 to confirm a decision  
 to grant permission to do 

something.  
 
Whatever their purpose, emails 
require  
 clear, brief, logical, and 

persuasive writing 
 understanding of purpose, 

audience, and context. (Use a 
R.A.F.T.S.!)  

 
For this reason, email can teach 
you a lot about writing. 
 

  The ability to „translate‟ from 1 

form to another can show 
 your flexibility  
 your control of a range of writing 

forms 
 your sensitivity to purpose, form 

and audience.  
 

Literacy Lesson 2.4: 
 Highlight memo features similar to e-mail 

features 
 Underline memo features different from e-mail 

features. 
 

 Search the term “Netiquette” with your Internet 

browser.  
 Create a shortlist of guidelines for writing 

email. 
 Suggestion: Begin with the 3 internet 

addresses, above.  
 

 Select a Level 3 or 4 memo from the Ontario 

College Writing Exemplars. See internet 
addresses above. 
 
Step 1: „Translate‟ the memo into an email, using 
your best netiquette.  

 
Step 2: Check your draft against your own 
guidelines and revise as necessary. 

 
Step 3: Send your email to your teacher or a 
classmate. Ask the recipient  
 if the email motivated an equally polite, 

concise and speedy response 
 how to improve it. 
 

Consolidation   
 

  Something that is “Authentic” is 

“genuine”. Do whatever you can to 
make your learning, assignments and 
practice as authentic as possible, 
e.g., by adapting a writing assignment 
to a real situation, sending the email 
and learning from the response.  

 
 Write an email to one of your instructors 

related to the class or an assignment.  
 
Step 1: Use the R.A.F.T.S. organizer to clarify 
your purpose.  
 
Step 2: Draft your email. (Save as a draft on the 
computer.) 
 
Step 3: Print 1 copy to show to another student 
or your teacher for feedback.  
 
Step 4: Revise your email, print it and attach it 
to your Student Response page.  
 
Step 5: Ideally, send your email to its intended 
recipient!  
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Connections and Next Steps 

 

  Organizations and institutions usually have “codes of conduct” that govern the use 

of internet and email.  
 

  Do a search of your college website to determine whether there is a „netiquette‟ or 

internet policy.  
 What is the most important statement?  
 What are the consequences of „breaking the rules‟, or guidelines?  
 

 From your observations and experience, how has technology, the internet, and email 

influenced 
 What language we use? 
 How we communicate with each other?  
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Netiquette — Student Response  
Composing Email 

________________________________________________________________ 

 
 You can: (1) Work on this template online and print a completed copy. It will expand 

as you work or (2) print a blank copy after adjusting the spacing to leave room to write or 
(3) use this as a guide to structure responding in a notebook.  
 

Minds On 

 
 Forms of communication you use 

 Check () most used 
 Underline least used 
 Give reasons for your preferences.  
 
 

 Brainstorm advantages and disadvantages of email for college or work. 

 
 
 
 
 

 

Advantages of Email  Disadvantages of Email 

  
 

Action! 

 

 Guidelines for Writing Email, e.g.,  

 subject lines 
 greetings 
 paragraph length 
 language 
 tone 
 use of capitals, acronyms, and symbols 
 “flaming”  
 response times 
 other  

 

Consolidation   
 
See next page… 
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Questions to Consider Your planning notes 

 
Role 
 

What is your role or position? 
 
You are a college student.  
Identify yourself by including the 
course code, the timeslot in which it 
is taught (if more than one section is 
taught by the same person) 
 
What is your relationship to the 
intended audience?  
 
Unlike high school, college students 
are often on a first name basis with 
their instructors. Also, you are 
entitled to request one-on-one 
meeting with or coaching from your 
instructor. It’s always best to make 
an appointment. Don’t leave it until 
the last minute. Be courteous and 
respectful. Be aware that instructors 
have other classes and students and 
other demands on their time. Be 
aware if you are requesting an 
appointment outside the instructor’s 
office hours. 
 

 

Audience 
Who is the intended recipient of the 
e-mail?  
 
Be sure that you spell the name 
correctly. 
 

 

 
Format 

 

What are your guidelines?  
 Subject line 
 Greeting  
 paragraph length 
 language 
 tone 
 use of capitals, acronyms, 

and symbols  
 
Remember: a request can be 
both direct and polite.  
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Topic 

 

o What is this e-mail about?  
 
As a student in a course at college 
you are not only welcome, but 
expected, to conference with your 
instructor/professor. 
 
Be sure to identify specifics, e.g., the 
name of the assignment and due 
date.  
 

 

 
Strong 

verb  
(purpose) 

 

What is the purpose of the e-mail?  
 
You could request a conference to 
 Make sure you understand the 

task in an assignment 
 Request clarification of material 

in a textbook or lecture 
 Obtain additional feedback on an 

assignment so you can improve 
it 

 Request recommendations of 
readings or a student you could 
ask help from  

 

 

 
 

Connections and Next Steps 

 

 College Netiquette or Internet Policy: 

 
 Most important statement 
 
 Consequences  
 

 How the Internet has changed: 

 
 What language we use 

 
 How we communicate  

 
 

Teacher’s Feedback: 
 

 Successfully completed   
 

 Still to do: ___________________________________________________  
 
Comments:   
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Netiquette 
Composing Emails 

 

Literacy Learning Self-Assessment Checklist 
 

Critical Learning  
 

 Summarize information from multiple internet sources 

 Understand email: my attitudes, advantages and disadvantages, comparison to 
memos, guidelines for writing effectively  

 „Translate‟ from 1 form to another  
 Use writing process to compose and revise an authentic email 

 
 
Minds On  
 

 I can reflect on personal communication preferences and my reasons for those 
preferences 

 I can explain the advantages and disadvantages of email as a form of 
communication  

 

Action! 
 

 I can compare 2 forms of writing to identify similarities and differences 

 I can explain how an email is similar to and different from a memo 

 I can explain what “netiquette” is 

 I can locate multiple sources of information on a single topic on the internet 

 I can summarize the most important points from multiple internet sources 

 I can „translate‟ 1 form (a memo) into another form (an email) because I 
understand both forms 

 

Consolidation 
 

 I can use a R.A.F.T.S. to generate ideas for an email 

 I understand what “authentic” means 

 I can use my notes and guidelines for writing email to draft an email 

 I can seek feedback and use that feedback to make revisions  

 

 
Connections and Next Steps 
 

 I can identify the most important statement from a policy 

 I can identify the consequences of (penalties for) breaking policy „rules‟ 

 I can draw conclusion from my own experience and knowledge about how 
technology is influencing our language and ways of communicating 

 


