
SOP Template: Standardized Email and Message
Formatting Guidelines
This SOP establishes standardized email and message formatting guidelines to ensure clear, consistent, and
professional communication across the organization. It covers proper email structure, subject line conventions, tone and
language use, signature requirements, and message formatting standards. The goal is to enhance readability, promote
uniformity, and maintain corporate branding in all electronic correspondences.

1. Purpose
To provide clear, consistent, and professional communication standards for all emails and electronic messages sent
internally and externally.

2. Scope
This SOP applies to all employees, contractors, and representatives who send emails or electronic messages from
official organizational accounts or platforms.

3. Email Structure
1. Subject Line: Concise, relevant, and descriptive. Use keywords and tags as required by department (e.g.,

[ACTION REQUIRED], [INFORMATION], [URGENT]).
2. Greeting: Use formal salutations (e.g., "Dear [Name]," "Hello [Name],"). Adjust for recipient relationship and

context.
3. Body:

State purpose at the beginning.
Use short paragraphs and bullet points for clarity.
Avoid jargon and abbreviations unless commonly understood by the recipient.
Include clear call-to-action if applicable.

4. Closing: Choose appropriate closing phrases (e.g., "Best regards," "Sincerely," "Thank you,").
5. Signature: Use the standardized company signature block (see section 6).

4. Tone and Language
Be polite, professional, and respectful at all times.
Use complete sentences and proper grammar.
Avoid slang, emoticons, and excessive punctuation.
Adjust formality based on audience, defaulting to formal for clients/partners.

5. Message Formatting Standards
Use company-approved fonts (Arial, Calibri, or similar), size 11 or 12pt.
Apply single line spacing and left alignment.
Avoid colored fonts, except for company branding as specified.
Use bold for emphasis (sparingly); avoid underlining except for links.
Add a relevant subject and use "Reply All" judiciously.

6. Signature Requirements
All emails must include the standardized company signature containing:

Full name
Position/Title
Department (optional)
Company name and logo (where permitted)
Contact information: phone, email address
Confidentiality notice (where required)



7. Additional Guidelines
Use subject threads appropriately; avoid reply chains that drift off-topic.
Attach documents in approved formats (.pdf, .docx, etc.). Include context for attachments.
Set Out-of-Office replies with start/end dates and backup contact, if absent.

8. Enforcement
Non-compliance may be addressed with training or through performance management processes. Regular audits and
spot-checks may be conducted.

9. Review and Updates
This SOP will be reviewed annually or as communication technology and branding requirements evolve.
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