SOP Template: Digital Communications and Email
Etiquette Standards

This SOP establishes digital communications and email etiquette standards, outlining best practices for
professional and effective communication through digital channels. It covers appropriate language use, email formatting,
response time expectations, confidentiality and privacy considerations, proper use of CC and BCC fields, handling
attachments securely, and maintaining a respectful and clear tone in all electronic correspondence. The goal is to enhance
organizational communication efficiency, uphold professionalism, and protect sensitive information across all digital
communication platforms.

1. Purpose

To ensure all employees communicate professionally, efficiently, and securely via digital channels, particularly email, in
alignment with organizational values and compliance requirements.

2. Scope

This policy applies to all staff, contractors, and consultants using company-provided digital communication tools and
platforms, including but not limited to email, instant messaging, and collaboration tools.

3. Responsibilities

¢ All Employees: Adhere to the standards outlined herein when communicating digitally.
¢ Supervisors/Managers: Ensure team members are familiar with and follow this SOP.
¢ IT Department: Support the secure use of communication tools and maintain email security protocols.

4. Digital Communication Standards

1. Appropriate Language:
o Use clear, concise, and respectful language at all times.
o Avoid slang, jargon, and informal abbreviations in professional correspondence.
o Proofread messages for grammatical and spelling accuracy.

2. Email Formatting:
o Use professional salutations and sign-offs.
o Ensure a relevant and descriptive subject line.
o Structure emails for readability: use short paragraphs and bullet points where appropriate.
o Include complete contact information in your signature.

3. Response Time Expectations:
o Aim to acknowledge or reply to internal emails within 24 hours.
o Respond to external inquiries within 2 business days.

4. Confidentiality and Privacy:
o Do not share sensitive information unless authorized.
o Use encryption tools for confidential documents when necessary.
o Always verify recipient addresses, especially when sending sensitive data.

5. Use of CC and BCC:
o Use CC to keep relevant parties informed; do not overuse.
o Use BCC for mass mailings to maintain privacy.
o Do not reply-all unnecessarily.

6. Attachments:
o Ensure files are scanned for malware before attaching.
o Keep file sizes reasonable; use shared drives or cloud links for large files.
o Clearly reference or explain attachments in the email body.

7. Tone and Professionalism:
o Maintain a courteous and positive tone at all times.
o Avoid emotional or rushed responses; revisit emails before sending if needed.



5. Procedures

Draft communications according to the standards in Section 4.

Review recipient list and content for accuracy and appropriateness.

Send or schedule emails as necessary, following confidentiality protocols.

Monitor inbox regularly, adhere to response time expectations.

Report any security incidents related to digital correspondence immediately to the IT Department.

S

6. Non-Compliance

Failure to comply with digital communication standards may result in disciplinary action as outlined in the Employee
Handbook or relevant company policies.

7. Review and Update

This SOP will be reviewed annually by the IT and HR departments or as needed based on changes in technology,
regulations, or organizational needs.

8. Document Control

Version Date Author Key Changes

1.0 2024-06 HR Dept/IT Dept Initial SOP Release
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