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August 2, 2009 – Five E-mail Blunders to Avoid
Can you imagine work without e-mail? It’s hard to remember how we got along before it.  Yet, we put a man on the moon without it.  Take 10 seconds to think about that.  
E-mail brought great benefits: increased productivity and ability to communicate across distances.  But, it also created unique ways to mess-up royally at work.  

Whether sending an e-mail to an unintended recipient, or hitting “Reply All” when the message was meant for a confidant; we’ve all experienced that sinking feeling after realizing we pressed the send button too soon. These common mistakes are easily corrected by slowing down. 

But there are other blunders -perhaps not as common- that can cause unintentional harm and misunderstanding: 

Copying a superior – Don’t be surprised if someone is offended when you send them an e-mail AND copy a superior for no apparent reason. The recipient could see it as threatening, or that you consider him/her problematic. Stop to think what message you are sending by whom you choose to copy.  
Emotional E-mails – When resolving a conflict, use the phone. Better yet, talk in person. E-mail is a terrible medium for resolving disagreements. Never respond impulsively to an e-mail when upset.  Jobs have been lost and relationships ruined thanks to e-mails  written in the heat of the moment.

Giving bad news - If you have something sensitive to say --whether an allegation of misconduct, a strong criticism or serious conflict-- don’t use e-mail.  Call or schedule a meeting instead. Don’t underestimate the myriad ways an e-mail can be misinterpreted.  You may cause an over-reaction of distress or anger. Avoid this by speaking to the person directly, it shows respect and concern.  

Responsiveness-- If you can’t respond to a request or give an answer immediately, let the sender know it; otherwise you might be perceived as unresponsive or someone who “ignores emails”.

Back-and-forth rule – If, after the second round of problem-solving messages, you are still stuck, pick-up the phone. 
E-mail is discoverable.  Don’t send anything you don’t want to see in court, enlarged and titled “Exhibit A”. You’ll find that avoiding these mistakes at work will spare us all unnecessary grief. 
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