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E‐mail Etiquette 

One of the most common ways of communicating with your professors in college is by using e‐
mail.  Here are some guidelines that you should follow for appropriate e‐mail communication. 

1. Your e‐mail should contain no grammatical errors or misspelled words. This is not a text 
message between you and a friend.  Do not use all lowercase letters or abbreviations for 
words. 

2. Your e‐mail should sound professional. 
3. Begin your e‐mail with a proper salutation such as “Professor Brown”, Dr. Brown or 

Mr./Mrs. Brown. 
4. Your e‐mail should be concise and specific.  The professor is not a mind‐reader; so ask 

your question clearly. 
5. Do not use all uppercase letters.  This gives the appearance of yelling at your professor. 
6. Refrain from cursing in your e‐mails. 
7. Sign your e‐mail with your first and last name and the class/section that you attend. 
8. Give the professor time to respond.  (Remember that you are not the only student in 

the class!) 
9. When e‐mailing people at the university who are not your professor (for example, about 

financial aid or course prerequisite overrides), you should always include your KSU ID#. 
If you do not do this, then you cause more work for the person taking the request, and 
this inevitably slows down the response. 

Here are a few things to consider before e‐mailing the professor a question. 

1. Can I find the answer to my question in the syllabus or in my notes? 
2. Can I find the answer by reading the text and studying a little longer…or by talking to a 

classmate? 

If the answer to these two questions is no…or if you have followed the two steps above and still 
don’t have an answer, then e‐mail the professor. 

 


