
Email Etiquette 101
First-Year Experience & Transition Programs

Love Library South 127 | 402-472-1880 | success@unl.edu |success.unl.edu

From: Husker, Herbie
Sent: Tuesday, July 07, 2015 3:11PM
To: Smith, Gene
Cc:
Bcc:
Subject: Advising Meeting

Dear Professor Smith,

I hope this message �nds you well. My name is Herbie; I am a freshman 
biology major at UNL. I was wondering if you would have time this week to 
meet with me to discuss courses for the upcoming semester. Whenever is 
most convenient for you would work for me, as my schedule is wide open
this week.

Let me know what time would be best, or if I can provide any further 
information. �ank you in advance and I look forward to hearing from you!

--
Herbie Husker
University of Nebraska-Lincoln | 402-472-1180 | hhusker2@huskers.unl.edu

Send emails at appropriate times: 8am-5pm. If sent 
outside “normal business hours” don’t expect a 

response immediately. People are busy! Wait at least 
24 hours in most cases to hear back.

Check Cc and Bcc lines to make sure you are 
sending it to whom it’s meant to be sent.

Identify who you are.
A nice greeting sets 

for a good tone.

If requesting a meeting, 
include availability.

Address people 
with proper 
titles: Dr., 
Professor, etc.

Have a clear, 
concise, and 
applicable 

subject.

Make sure 
signatures are 
concise and 

include contact 
information.

Include a sincere goodbye. “!” are 
appropriate as long as they aren’t excessive.

Typically you are 
requesting something 
in an email. Always 

make it easier on them 
by seeing if there is 

anything else you can 
do or provide.

Identify why 
you are writing 
to them. 

Final Checks
Is the message concise and to the point? Did I spell everything 

correctly?  Did I use appropriate grammar? Is all relevant 
information included?  How is my tone? Avoid bold, underline, and 

all capitals.  ‘Please’ and ‘�ank you’ go a long way!

It is the policy of the University of Nebraska- Lincoln not to discriminate based upon age, race, ethnicity, color, national origin, 
gender-identity, sex, pregnancy, disability, sexual orientation, genetic information, vertern’s status, marital status, religion or political affiliation.




