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MSFEA CREATES: CLEAR AND RESPECTFUL EMAILS 

 

OBJECTIVE OF THE HANDOUT 

This handout will help you: 

1. Recognize most common problems in student emails (being difficult to 
respond to, lacking formality, lacking expression of respect or gratitude, 
writing errors, sounding demanding).  

2. Understand how professional emails balance clarity and respect.  

PROBLEMS WITH STUDENT EMAILS 

Let’s look at the below student emails from the perspective of a faculty reader.  

 

 

ADDRESSING THE PROBLEMS 

Anytime we write professional emails, we are balancing clarity and respect. 
Clarity refers to writing directness, conciseness, and organization. Respect refers 
to formality, gratefulness, and giving the choice rather than making demands. 
Notice how the below email balances the two and communicates both: clarity and 
respect. 

 

TAKEAWAYS 

Three strategies can help balance clarity and respect to write professional and 
effective emails: 

r State a clear message/point for the email early on and include concise 
and relevant details. 

r Convey respect and gratitude throughout. 
r Ensure an efficient response to the email by stating a clear action item 

towards the end of the email. 


