
Email Conventions

1 You are going to hear a radio show guest talking about communicating by email. Before listening,
discuss these questions with your partner.

1. What rules or conventions for email messages are you familiar with? 

2. When writing email messages, how much attention do you pay to punctuation and spelling?

3. Have you ever received an email that you thought was inappropriate? Why did you think it 
was inappropriate?

2 The following words come from the recording. Use a dictionary to find the definition of each word.

• whimsical • mumbling

• emoticon • netiquette

• acronym • to re-route

• blunt • spam

• hastily • attachment

3 Audio 2.4: Listen to the recording and answer the questions below. Base your answers on what you
hear in the talk, not your opinions.

1. Melanie thinks that email is present everywhere. T F

2. Email messages can be factual and express our feelings at the same time. T F

3. It is important to show good manners in email writing. T F

4. You can use emoticons in all kinds of email messages. T F

5. Acronyms and abbreviations used in email have been in use for a long time
and are common in formal and informal correspondence. T F

6. Writing whole words in uppercase is considered mumbling. T F

7. You should respond to spamming right away. T F

8. What are some reasons why miscommunication can occur when using email?
Give examples from the talk.

9. Why does Melanie think it is important to be careful with emoticons and acronyms?

10. What does Melanie say about email privacy?
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Email Conventions (Cont.)

4� Write the meaning of each of the common email emoticons listed below. Search the Internet 
for other emoticons used in email and add them to your list.

Possible search term: emoticons

1. : ) 6.

2. ; ) 7.

3. : ( 8.

4. : o 9.

5. :-< 10.

5 The following acronyms and abbreviations are commonly used in business writing. 
Write their meanings and explain when you would use them.

1. asap 6. Att. 11. c/o

2. FYI 7. Encl. 12. n/a

3. TTYL 8. Cc 13. i.e.

4. FAQs 9. Bcc 14. w/

5. BTW 10. e.g. 15. tks.

6 Discuss the following questions.

1. Do you use emoticons in email correspondence? Why?

2. Do you use acronyms and abbreviations? Why?

3. Have you ever written or read an email message and misunderstood its intent or tone?
What caused the misunderstanding?

4. What are some things you can do to ensure that an email message is not misunderstood?
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