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Using E-Mail @ tower Bank

E-mail is best used for:

	 •  Sharing information

	 •  Summarizing meetings

	 •  Scheduling meetings

	 •  Recounting decisions

	 •  Recognizing people for good work

	 •  Asking simple questions

E-mail should not be used when:

	 •  Someone is angry

	 •  The content may be interpreted as negative or controversial

	 •  There may be confusion about the content

	 •  You are trying to persuade someone to your way of thinking

	 •  Every e-mail should include “please” and “thank you”

In a given situation, if you have any doubt about whether or not to use e-mail, 
don’t. Call or visit the other person to discuss the situation.
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