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The general convention is to scrupulously respect privacy.  Exerting this kindness is one of the best 
methods of retaining email relationships.

One of the quickest and surest ways to become someone no one responds to is to abuse their 
address.  Most email systems in 2013 have the ability to simply “block” a sender.  Gmail is an excellent 
example of this capability.  Further, if a sender continues to irritate, the address can be flagged for 
SPAM.  If you have this happen in Gmail, it will be difficult to re-enable that address'  ability to post 
messages to recipients who use Gmail or Google Hosted Services.  DavidGerhart.com email is hosted 
there for EXACTLY this purpose.  And it has been so for 10 years.  I FREQUENTLY block senders and 
report SPAM...  At least a few times per month.

Starting off... Excellent Subject Matter and Message Titles.

There is the main recipient ... TO: the principle person to whom the subject applies.  MOST OFTEN this
is a single email address.  The message subject is always targeted to engage this persons' interest in 
the content below, that is the “body” of the message.  The subject line needs to be descriptive and 
contain memorable and pertinent key words – so that at a later time, if the email is months or years 
old, the message can be located by searching the In-box.  I have more than 250K messages in one 
account, that I still use.  I located an email with the search tool that was 8 years old not many months 
back.  Google found that email in less than 10 seconds.

Public Recipients
A.) TO:
In the case where you expect a response, are asking for a reply, or are at least hoping for one... use the
TO: addressing space.

#1) Notice that a responder to the message has a choice, they can send back simply to the originator 
by “Replying”  or to all recipients with the “Reply all” function.
But also: That anyone in the CC list can do the same as someone on the TO: line. See #1

B.) CC:
In the case were others have a specific, or prior expressed interest, or have an inferred personal need 
to know and want to be informed – but may have no participative aspect, use the CC: addressing 
space.  If your name appears on the CC: line, it means that no response is required from you.

#2) Notice that a CC: responder can choose to include these participants by choosing to “Reply all.” 
The responder can choose to leave them out ... (see #1 above.)
But also: That anyone in the CC list can do the same as someone on the TO: line. See #1.

Non public Recipients:
C:) BCC
In the case where you wish to circulate this kind of content to undisclosed, or uninvolved and non-
participative addresses; if your purpose is only to inform a list, you use the BCC address space.



BCC recipients can see and choose to email recipients in both classes above.  In doing so they expose 
their addresses.
Being on the BCC: line means that the message originator is respecting your privacy.  Or, letting you in 
on a secret, or starting a rumor …  be intensely careful of responding to any message you were a BCC: 
recipient of. 

Finally.  Emerging best practices... Avocation & Professionalism.  Since the invention of Social Media an
emerging distinction should be recognized.  Opinions and other matters of a personal nature might 
best be cared for in FaceBook or within the Blogosphere.  Business oriented items and news shared via
LinkedIn.com, for instance.  A resume is posted to Monster.com, not spammed out to a long list of 
email recipients.

A way to characterize great use of email is that it's just like a short phone call.   Another way, is to 
exchange documents.   

The final great use of email is “opt-in.”   I've seen your blog, and I want to hear more.  I choose to send
myself notifications.  That's cool.  How do people find our stuff?  They search for valuable information 
and answers to questions on the internet.

This writer understands the somewhat utopian view taken in this briefing … and that it is up to the 
Sender to choose.


