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With this article I would like to turn to the topic of e-mail once again.  Despite the speed with which the 
internet has matured as a fixture in society’s consciousness and a has become a ready tool available to 
anyone with access to a computer and modem, I’m surprised (just about weekly) by the lack of courtesy 
that has filtered through the masses now logging on and reaching out from their desktops. 
 
No, this isn’t a thinly disguised opportunity to rant-and-rave under the guise of an informative article.  
After all, there is no user’s manual for the internet-at-large.  However, early on its formation standards 
were adopted.  Call them what you like—customs, rules, guidelines, or courtesy—but you may be wise to 
heed the advice to follow them.   
 
There is no “internet police”—at least, not in the US—that will come knocking on your door if you 
disregard online societal norms, and you’re probably not likely to truly offend anyone either.  You will, 
however, at the very least likely come across as ill informed and unprofessional. 
 
The first of these ‘courtesies’ is to avoid the temptation for those who don’t type fast to work faster by 
hitting their “Caps Lock” key and typing exclusively in capital letters.  In online written words, all caps has 
long been taken to be the equivalent of “SHOUTING.”  Imagine the reactionary consequence of shooting a 
quick e-mail to a client or potential prospect, just to say hi.  Type that message in all caps and you’ll either 
come across as angry (not a good prospecting or public relations tactic), ill-informed, or just plain lazy.  My 
suggestion, forget you ever saw that “Caps Lock” key. 
 
The reverse of typing in all caps would be using all lowercase letters.  The best I know, this doesn’t have a 
particular meaning or connotation online, but it comes across as ill-groomed and lazy.  For quick notes 
between family members and close friends it’s not so bad, but by all means, don’t set out to do it when 
sending professional correspondence. 
 
Remember the phrase, “one’s garbage is another’s treasure?”  That jewel summaries well the duality of e-
mail messages and jokes that circulate the web in a non-stop, instantaneous journey from one person’s 
inbox to millions of other inboxes on a daily basis.  Many consider these jokes, rumors, well-intended 
advice, nifty pictures and the like as entertaining.  Many others consider it a technological version of the 
junk mail that we are all familiar with finding in our postal mailboxes.  Again, as cute or heartwarming as 
the story may be, or as adorable or flashy as those photos may be, refrain from forwarding mail en mass to 
those you deal with on a professional level (clients, prospects, colleagues) or those you don’t know well. 
 
Part of the reason mass-forwarded e-mails give some online users heartburn is that it comes on the heels of 
often overwhelming waves of spam.  Between the two, it can sometimes be difficult to figure out which 
messages are real and meaningful.  Another concern is the very real fear of contracting a virus.  Those that 
spread viruses sometimes disguise them as otherwise friendly messages with conversational tones.  This, 
too, can be confusing and frustrating.   
 
That leads me to another, more generic online principle.  Whether you’re forwarding a message on to 
someone or creating a new message, be careful about sending any kind of attachment.  If the recipient isn’t 
expecting a message with attachment from you they may fear a virus and not even open your message.  
Sending files via the internet is often fast and efficient, but you must be considerate of the recipient’s level 
of technical understanding and courteous of their sense of computing safety. 
 
Next:  two words—spell check.  Quick notes between those you know well may not be worth worrying 
about, but for goodness sake, if you’re sending business communication you should at least reread your 
message and break out a spell checker or hardbound dictionary (or go visit:  dictionary.com) if you’re not 
reasonably sure that you’ve spelled everything right.  Along the same lines, it goes without saying that you 
should reread what you type.  Spell checkers don’t catch everything and can be down right wrong when it 
comes to picking the correct word for the intended meaning, i.e., two, to, too; they’re, their, there, etc. 



 
Finally, e-mail correspondence is fast and, very often, has a casual connotation.  Both for this reason and 
because of it, there is a staggering array of acronyms used in online conversations.  Frankly, too much of it 
can be confusing and hard to read—again, not advisable for professional correspondence.  None-the-less, if 
you’d like to brush up on your online abbreviations, visit WhatIsIt.com and search for any acronym such as 
“LOL.”  Follow the links to an exhaustive list.  Following are the first five listed, plus the interpretation of 
LOL: 
 
Abbreviation  Meaning  
404   I haven't a clue  
ADN   Any day now  
AFAIK   As far as I know  
AFK   Away from keyboard  
ASAP   As soon as possible 
LOL  Laughing out loud 
 
If all of this seems too overwhelming, ask for help, but keep trying!  Before long you will get the hang of it.  
In the meantime, hang in there! 
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