SOP: Standardized Email Formatting and Subject Line
Protocols

Purpose

This SOP establishes standardized email formatting and subject line protocols to enhance communication clarity
and professionalism. It includes guidelines on consistent font usage, email structure, appropriate greetings and closings,
effective subject line construction for easy identification, and the proper use of CC and BCC fields. The objective is to
improve email readability, ensure uniformity across all correspondence, and facilitate efficient email management within
the organization.

Scope

This SOP applies to all employees and contractors who send emails in the course of business through the organization's
email platform.

Procedures

1. Font and Formatting
o Use Arial or Calibri, 11 or 12 pt size, black or dark gray for all email text.
o Avoid colored backgrounds, unusual fonts, or excessive use of bold/italic/lunderline.
o Use standard paragraph spacing and alignment (left justified).
2. Email Structure
o Include a clear and relevant subject line (see Section 3).
o Begin with an appropriate greeting (e.g., "Dear [Name]," or "Hello [Name],").
o Body of the email:
s State your purpose in the opening sentence.
= Use short paragraphs and bullet points when sharing multiple items.
= Be concise and clear.
o Close with a polite sign-off (e.g., "Best regards," "Sincerely,") and your signature block.
3. Subject Line Protocols
Make subject lines specific, concise, and descriptive of the email content.
Include reference numbers, dates, or keywords where relevant (e.g., "Invoice #12345 &€ March Payment").
When applicable, use prefixes such as #8€eACTION REQUIRED:a€, a€ceFYI: &€, or 8€ccURGENT: &€ to
indicate priority or action needed.
o Avoid vague subject lines (e.g., "Hi," "Question," "Update").

o

o ©

o Examples:
a€ceFYI: Policy Update 4€“ Remote Work Guidelines Effective July 20244€
&€cACTION REQUIRED: Submit Q2 Budget Reports by Friday, June 154€
a€oeMeeting Request &€* Project Kickoff, 10 June 2024, 2:00PM&€

4. Greetings and Closings
o Start with a professional greeting, using the recipient's name or title.
o Use courteous and standard closing phrases (e.g., &€ceThank you,a€ &€ceBest regards,a€).
o Always include your full name, job title, and contact information in your signature block.
5. Use of CC and BCC
o CC (Carbon Copy): Include only parties directly related to the conversation or needing visibility.
o BCC (Blind Carbon Copy): Use for large email groups or when privacy of recipient emails is necessary.
o Do not overuse CC/BCC; respect privacy and relevance for all recipients.

Responsibilities

o All Staff: Adhere to this SOP for every email communication.
e Supervisors/Managers: Ensure teams are trained and compliant with protocols.
¢ [IT/HR: Support implementation and revisions as needed.

Review & Revision



This SOP will be reviewed annually and revised as necessary to reflect best practices and organizational needs.
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