% atilla kadak Writing an e-mail (7 tips)

Uzakton ingilizee Ogretimi

Seven Tips for Easy Email

The objective of all emails is to communicate. The writer needs the recipient to understand. So s/he
should make it as easy as possible for the recipient to understand the message. The writer is writing the
email, not the recipient, right? It is the writer's job to write it well, not the recipient's! But often the
recipient has to spend a long time and work very hard to understand a message. (This is not just a
question of language.) Basically, sending "bad" emails shows no respect for the recipient and is not
polite. The writer does a little work and the recipient does a lot of work.

So here are 7 tips on sending emails the best way possible, and making life easier for everyone.

Tip 1. Subject, Cc: and Bcc:

When you write an email, at the top is a box called "Subject:". The subject tells recipients what your
message is about, without reading the whole message. It helps them organize their email. Always
include a subject, something meaningful like "My Order No. 12345 For Furniture" or "Homework
Assignment: Present Perfect". Don't just write "Your Email" or "Letter". Subjects like those are not very
helpful. Also, if you include a subject and the recipient replies by clicking on "Reply", you subject is
automatically added to the reply (with the expression "Re:", which means "about").

Two more boxes at the top of your email are "Cc:" (carbon copy) and "Bcc:" (blind carbon copy). Any
email address you add to the Cc: box will receive a copy of the message, and the original person you are
writing to (the To: box) will see the email address that you sent a copy to. Any email address you add to
the Bcc: box will also receive a copy of the message, but this time the original person you are writing to
will not see this. S/he will not even know that you sent a copy to someone.

Tip 2. Use Attachments Only When Necessary

Email messages can be in two different forms:

e inline plain text
e attachment

Inline text is the normal text that you write in an email. An attachment is a file from your computer (for
example a Word document or .gif image) that you "attach" or add to your email. When someone receives
an email with inline (normal) text, they can read it immediately. When they receive an attachment, they
have to "open" the attachment with the right program (for example Word or PaintShop). There are
several problems with attachments, including:

a. Recipients may not have the program for the attachment
b. Attachments can contain viruses
c. Some attachments can take a long time to download

Many people do not like to receive attachments. Usually, it is better to send inline text. Only send an
attachment when it is not possible to send the information as inline text and you are sure the receiver
agrees.

Tip 3. Use Plain Text, not HTML

The normal text for email looks like typewriter text and is usually the Courier New typeface. In many
email programs you can change this to another typeface, such as Arial or Times New Roman. That can
be a bad idea. Some email programs cannot read this type of "HTML" text and convert your text into an
attachment. So the recipient cannot read your message without opening the attachment. If you want to
make life easy for all your recipients, use plain text. (See update below)
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Tip 4. Keep Your Line Lengths Short

Have you ever received an email that looked like this?

Thank you for your

email requesting more information about our

products. The XYC Company

specializes in supplying widgets to

the world

and I am sure that you will find our catalogue of interest.

What went wrong? XYZ's email program and your email program did not treat lines in the same way.
What is the answer? Keep your lines short, preferably 64 characters (letters) or shorter. That means that
after 64 characters, you make a "hard carriage return" by pressing "Enter".

Tip 5. Don't YELL!

Do not write everything in CAPITAL LETTERS. In English, it is not polite to use a lot of capital letters. In
fact, text written in capital letters is difficult to read. You never see a book written only in capital letters.
Using all capital letters is called "yelling", which is the same as shouting. Why is it difficult to read capital
letters? Look at this word:

1. ENGLISH (capital letters)
2. English (initial capital + small letters)

In No.1 the word has no "shape"...it is a simple rectangle. In No.2 the word has a shape...it goes up and
down. When we read, especially when we read fast, we read the shape of words. We do not read each
individual letter. The shape of "ENGLISH" is exactly the same as the shape of "SPANISH". But the shape
of "English" is not the same as the shape of "Spanish". For subjects, it's sometimes ok to use capitals.
But if you must make one word in the text more important, don't do it with capitals. Use asterisks, like
*this*.

Tip 6. Be Careful With Abbreviations

Examples of abbreviations are "btw" (by the way) and "damhik" (don't ask me how I know).
Abbreviations are a good way to save work on typing if both correspondents understand the
abbreviations. But if the recipient does not understand your abbreviation, you are not communicating
successfully.

Tip 7. Sign Your Email

It's a good idea, and more polite, to put your name at the end of your emails. You can even add other
information like address, telephone and fax, especially for business. You can create a "signature block"
that you add to the end of all messages. Many email services let you create an "auto-signature" that
appears at the end of every email you send.

English Checker

character: a letter or symbol, like a, B, 1, 2, &, * etc
recipient: the person who receives your email

shape: the external form of something

typeface: a particular design of type

virus: a bug or coding designed to damage a computer
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Kolay E-posta Géondermek igin Yedi ipucu

TUm e-postalarin amaci iletisim kurmaktir. Yazarin alicinin anlamasini saglamasi gerekir. Bu nedenle,
alicinin mesaji anlamasini mimkin oldugunca kolaylastirmalidir. E-postayi yazan yazar, alicl degil, degil
mi? 1yi yazmak yazarin isi, alicinin degil! Ancak ¢cogu zaman alici, bir mesaji anlamak igin uzun zaman
harcamak ve gok calismak zorunda kalir. (Bu sadece dil meselesi degil.) Temelde, "kotu" e-postalar
gondermek aliciya saygisizlik gosterir ve kibar dedildir. Yazar az is yapar, alicl ise ¢ok is yapar.

iste e-postalari miimkiin olan en iyi sekilde géndermek ve herkesin hayatini kolaylastirmak icin 7 ipucu.

ipucu 1. Konu, Cc: ve Bcc:

E-posta yazarken, en Ustte "Konu:" adli bir kutu bulunur. Konu, alicilara mesajin tamamini okumadan
mesajinizin ne hakkinda oldugunu soyler. E-postalarini diizenlemelerine yardimci olur. Her zaman anlamli
bir konu basli§i ekleyin, 6érnedin "Mobilya Siparis Numaram 12345" veya "Odev: Simdiki Zamanin
Mikemmel Hali". Sadece "E-postaniz" veya "Mektup" yazmayin. Bu tir konu basliklari pek yardimci olmaz.
Ayrica, bir konu basligi eklerseniz ve alici "Yanitla"ya tiklayarak yanit verirse, konu basliginiz otomatik
olarak yanita eklenir ("Re:" ifadesiyle, yani "hakkinda" anlamina gelir).

E-postanizin Gst kisminda iki kutu daha bulunur: "Cc:" (karbon kopya) ve "Bcc:" (gizli karbon kopya). Cc:
kutusuna eklediginiz herhangi bir e-posta adresi mesajin bir kopyasini alir ve asil yazdiginiz kisi (Kime:
kutusu) kopyayi gonderdiginiz e-posta adresini gorir. Bcc: kutusuna eklediginiz herhangi bir e-posta
adresi de mesajin bir kopyasini alir, ancak bu sefer asil yazdiginiz kisi bunu gérmez. Hatta birine kopya
gonderdiginizi bile bilmez.

ipucu 2. Ekleri Yalnizca Gerekli Oldugunda Kullanin
E-posta mesajlan iki farkli bicimde olabilir:

e Satir ici diiz metin

e Ek

Satir ici metin, bir e-postaya yazdiginiz normal metindir. Ek, bilgisayarinizdan (6rnedin bir Word belgesi
veya .gif resmi) e-postaniza "eklediginiz" veya eklediginiz bir dosyadir. Birisi satir ici (normal) metin
iceren bir e-posta aldiginda, onu hemen okuyabilir. Bir ek aldiklarinda, eki dogru programla (6rnedgin Word
veya PaintShop) "acmalarn" gerekir. Eklerle ilgili gesitli sorunlar vardir, bunlar sunlardir:

a. Alicllarin ek igin gerekli programa sahip olmayabilir
b. Ekler viras icerebilir
c. Bazi eklerin indirilmesi uzun sirebilir

Bircok insan ek almaktan hoslanmaz. Genellikle, satir ici metin gdndermek daha iyidir. Yalnizca bilgiyi satir
ici metin olarak gondermek mumkin olmadiginda ve alicinin kabul ettiginden emin oldugunuzda ek
gonderin.

www.atillakadak.com Atilla Kadak © 2026



% atilla kadak Writing an e-mail (7 tips)

Uzakton ingilizee Ogretimi

ipucu 3. HTML Degil, Diiz Metin Kullanin

Normal e-posta metni daktilo yazisi gibi gérinir ve genellikle Courier New yazi tipindedir. Bircok e-posta
programinda bunu Arial veya Times New Roman gibi baska bir yazi tipine degistirebilirsiniz. Bu kétl bir
fikir olabilir. Bazi e-posta programlari bu tir "HTML" metnini okuyamaz ve metninizi bir eke dénusttrir.
Bu nedenle alici, eki agmadan mesajinizi okuyamaz. Tim alicilariniz igin hayati kolaylastirmak istiyorsaniz,
diz metin kullanin. (Asadidaki glincellemeye bakin)

ipucu 4. Satir Uzunluklarinizi Kisa Tutun
Hi¢ sbyle bir e-posta aldiniz mi?

“Uriinlerimiz hakkinda daha fazla bilgi talep eden e-postaniz icin tesekkdiir ederiz.
XYC Sirketi, diinyaya widget tedarik etme konusunda uzmanlasmistir ve katalogumuzun ilginizi
cekeceginden eminim.”

Ne yanls gitti? XYZ'nin e-posta programi ve sizin e-posta programiniz satirlari ayni sekilde islemedi.
CozUm nedir? Satirlarinizi kisa tutun, tercihen 64 karakter (harf) veya daha kisa. Bu, 64 karakterden
sonra "Enter" tusuna basarak "sert satir basi" yapmaniz anlamina gelir.

ipucu 5. BAGIRMAYIN!

Her seyi BUYUK HARFLERLE yazmayin. Ingilizcede cok fazla biiyiik harf kullanmak kibar dedildir. Aslinda,
blylk harflerle yazilmis metinleri okumak zordur. Sadece blylk harflerle yazilmis bir kitap asla
goérmezsiniz. Tum harfleri blytk harfle yazmak "bagirmak" olarak adlandirilir, bu da bagirmakla ayni
seydir. Blylk harfleri okumak neden zordur? Su kelimeye bakin:

1. ENGLISH (buyuk harfler)
2. English (ilk harf buyuk + kiguk harfler)

1 numarada kelimenin "sekli" yok... basit bir dikdértgen. 2 numarada kelimenin bir sekli var... yukari ve
asadi gidiyor. Okurken, o6zellikle hizli okurken, kelimelerin seklini okuruz. Her bir harfi ayri ayri okumayiz.
"ENGLISH" kelimesinin sekli "SPANISH" kelimesinin sekliyle tamamen aynidir. Ancak "English" kelimesinin
sekli "Spanish" kelimesinin sekliyle ayni dedildir. Konular igin bazen biyutk harf kullanmak sorun olmaz.
Ancak metinde bir kelimeyi daha énemli hale getirmeniz gerekiyorsa, bunu biyutk harfle yapmayin. *Bu*
gibi yildiz isaretleri kullanin.

ipucu 6. Kisaltmalara Dikkat Edin

Kisaltmalara 6rnek olarak "btw" (bu arada) ve "damhik" (nasil bildigimi sormayin) verilebilir. Kisaltmalar,
her iki muhatap da kisaltmalari anliyorsa, yazma isinden tasarruf etmenin iyi bir yoludur. Ancak alici
kisaltmanizi anlamiyorsa, basarili bir sekilde iletisim kurmuyorsunuz demektir.
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ipucu 7. E-postalarimizi imzalayin

E-postalarinizin sonuna adinizi eklemek iyi bir fikirdir ve daha kibardir. Ozellikle is yazismalari icin adres,
telefon ve faks gibi diger bilgileri de ekleyebilirsiniz. TUm mesajlarin sonuna ekleyebilecegdiniz bir "imza
blogu" olusturabilirsiniz. Bircok e-posta servisi, gonderdiginiz her e-postanin sonunda goriinen bir
"otomatik imza" olusturmaniza olanak tanir.

Ingilizce Kontrol

e Karakter: A, B, 1, 2, &, * vb. gibi bir harf veya sembol
e Alici: E-postanizi alan Kisi

e Sekil: Bir seyin dis bicimi

e Yazi tipi: Belirli bir yazi tipi tasarimi

¢ Virls: Bir bilgisayara zarar vermek icgin tasarlanmis bir hata veya kodlama
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