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For Immediate Release

NEW BUSINESS EMAIL ETIQUETTE GUIDE

TO BECOME AN ESSENTIAL OFFICE HANDBOOK

Commercial email has impacted business communication to such an extent that it is projected to become at $7.3 billion dollar business, with a per-user message volume to increase 40 times by 2005, according to statistics released by Jupiter Media Metrix. 

While email is a quick and easy form of communication, the way it is used is important because it reflects on the brand, image, and business savvy of the company. 

Diane Craig, President of Image International said, “Today. many organizations encourage e-mail communication over phone conversations.  Therefore, it is more important than ever to have an understanding of the protocols and proper use of emails.”

While 55 percent of customers said they expect accurate responses to e-mail within six hours, Jupiter’s survey statistics indicate that only 20 percent or companies are meeting their expectations, failing to provide all-important customer service.

To respond to the growing concerns over email etiquette, Image International released a Business Email Etiquette Guide, as a comprehensive reference book with contemporary strategies and tips to help with techno-communication.  

The Business Email Etiquette Guide provides a rich source of information on such subjects as:

· Good business communication form 

· The length and content of emails

· The protocol on sending attachments

· The tone and formatting of emails

· The use of email features, such as the Signature

“Competition is driving businesses to continually evaluate how consumers perceive them in the marketplace. It certainly makes sense to align all corporate communications – and importantly email - with the company’s brand,” said Ms. Craig.

By following the tenets in the Business Email Etiquette Guide you can be certain that your corporate e-mail communications will never offend.  The Business Email Etiquette Guide can be downloaded from the Image International Web site (www.imageinternational.ca). 
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