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Think Carefully

BefOI"G YOU E—Hlilll by Steven Birmingham

lieve humans developed rudimentary

Scientists b

speech around 300,000 years ago in Africa, and written

language about 5,000 years ago in present-day Iraq.

“The first email was snt in
Massachusetts in 1971, 50 we've had
less than 40 y
new merlium

ctice using this

rato pr
a resul, we're not very
oo atir; 89 percent of senders think
they write good messages, but anly 45
percent of all mes sages are rared good
by revipients

Research shows several f

rors
conspire to undermine email’s
effectiveress. It is less natural and less

stimulating than face-to-fice and phone
conversations. Mess ges are perceived
more negatively thun senders intend.
Most messages are written quickly and
et proofread , 5o they are ofien filled
witherrors. Since email recipients
can't provide real-time feed back, these
cted, which

mistalkes often go unco

can lead to confusion. Email b
been shown t bea disinhibiror (like
akcohol), so people tend to type things
they later regrer. Research also suggests
email amplifies prejud ices

“Tomake matters worse, m ost email
advice in books and o Web sites is
bogs. Messages should nor be “shart
and to-the-point,” because the majority
of messages arealready roo short and
open (o interpretation. Using ALL
CADS should not be avoided, because
it is one of the few way
needad emplhasis to cermin wordsin

toadd much-

electronic commu ication. Messiges
should ner “always” conaina certain

gpeeting or signature, because those
stardard s are still evolving in the
business community

Email can be dangerous to your
th

company. as drugmaker
learned tor the tune of $21 billion,
and dargerous to your career, as
discovered by Former FEMA Direcror
Michael Broswn, former
Governor Bob Wise, former inmate
Martha Stewarr, and sveral curre iy

incarcerated Enron executives
To avoid their Fte, think canefully

before you email; many tasks are better

handled in person or by phone. Email
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College Corner, a new addition
s to P 1 provides you with
nformation expert insights from Certral Penn
faculty and staff members.

should be used mastly fo

information, reques

or requesting action. When em ailing,
make your messiges a little lnger, a
lithe mere exciting and dightly m ore
pasitive than you think they need o be.
Tailor your messige to the recipient,
compose carefully, prosfresd, and use
all the tools in your communication
toolkit including ALL CATS and
ematicons (smiley faces).
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