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Flexible, convenient, speedy, 
cost-effective communication
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• Efficient, rapid information delivery
– Flexible: messages, attachments, links, etc.
– Multiple audiences…simultaneously
– Convenient: time-zones, equipment, etc.
– Written record…paper trail without paper

• Speeds up decision-making
– Quick turnaround…editing, correction, etc.
– Meeting setup, follow up…replacement
– Collaboration opportunities



2

Kwantlen University Fall 2005 David Wiens © 3

����
������	��
�����

• Data must reach many people quickly.
• Fast turnaround required.
• Sender-receivers are in different locations 

and time-zones.
• Both parties need a written record
• Attachments and links advantageous
• Cost a consideration
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• Information 
– Is confidential or sensitive
– Involves extensive explanation
– Requires visual design

• Used to avoid direct contact
• Recipients don’t use/like email
• Contains spam or unsolicited content
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• Virus vehicle
• Too convenient

– Speech lapses
– Hurried response – e.g. react vs. respond
– Accidental transmission to wrong audience

• Inbox clutter
• Tardy response
• Security issues
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• Precise, concise subject line
• Signature detail
• Short messages: sentences/paragraphs.
• Bcc very selectively!!
• Remember nothing is really deleted
• Check inbox regularly…and file emails
• Respond promptly
• Limit attachments: size/volume sensitive


