
The 10 Commandments of Parish Email Etiquette 

Introduction 

Emails can be hard. A well-crafted email can make the difference between a successful working relationship or 
potential confusion, insult or conflict – all of which can be heightened if the people you are communicating with 
are unfamiliar with one another.  

The appropriate email communication can vary depending on multiple factors whether you are writing to a 
superior or a peer, if you are writing to one or several recipients, and if you are writing across cultures. 

Here are some basic dos and don’ts that we can use to help guide communicants. 

 

1. Include a clear subject matter, and don’t shout 

Always include a subject matter that succinctly captures what your email is about. If your email is urgent or 
requires immediate response, include this in the subject line, but do this sparingly. If your email isn’t urgent, 
then you will only annoy people by crying wolf. 

Don’t capitalize all your letters, no matter how urgent your email is, as you will look aggressive – it’s like 
SHOUTING OVER EMAIL. 

2. Always use an appropriate greeting 

Salutations are hotly debated. Many argue that you should always use a formal greeting. This depends on the 
recipient.  

 If you are writing to a close colleague or your ministry, an informal ‘Hi’ will likely be sufficient. 

 If you are writing in a chain of emails where the context has already been established in a prior email or 
even by phone, then it’s fine to write with no greeting.  

 If you are writing to someone you don’t know so well, then always add a formal salutation and an 
introduction. 

Suggested Greetings:  
 Hello 
 Greetings in Christ 
 Dear 

3. Only use shorthand if you know your recipients 

If you are writing to your own group or ministry about a project that you have been discussing, then you can 
write short, instructive emails with a list of bullet points. This means they can quickly understand the task and 
it’s far easier to read on a smartphone. However, sending a note like this to people you don’t know can make 
you appear blunt, rude and even a bully. If you don’t have a pre-existing relationship with the recipient, then 
you need to build one up first before writing shorthand emails. Equally, don’t write emails that are superfluous, 
as this will just bore the recipient. Be aware that all readers of your email may not know the acronyms (ESL, PLC, 
etc) 

4. Be wary of using humor or colloquialism across cultures 

Be aware that funny sayings or colloquialisms may be completely misconstrued by your recipients. At worst, you 
could insult them; at best, you could make them feel confused or left out. 



5. Consider the purpose of your email 

Always state if your email needs an action and by when. Open-ended emails can be confusing. Having an action 
or even letting the recipient know that no further action is required is helpful.  Whatever you do, before you 
click send, review what you want to achieve and modify your language as such. 

6. Think before you smile 

Emojis have crept into everyday use. With the increase of email and text communication, it’s impossible to see 
facial expressions so people add smiley faces to soften their emails.  Be mindful of when and to whom you’re 
sending emojis. If you’re sending them to people you know well, and you know they will understand them, then 
that is fine. If not, then consider if they’re really needed. 

7. Consider a signature that reflects your Christianity and ministry. 

The person who receives your email should be able to tell that you are a church employee or ministry leader. 
Consider adding a bible verse or quote that reflects your position or ministry. Remember to include your name 
and contact information. 

Suggested Closings: 

 May Christ’s peace be with you, 
 Peace and Blessings, 
 Blessings, 
 Sincerely, 

 

8. Reply in a timely fashion 

Always reply within 24 hours, even if it is just to acknowledge the email. People don’t like to be ignored! If you 
cannot reply within 24 hours consider either a quick note saying you are checking into their request and will get 
back to them or setting up an automated reply that you are away from your computer and will respond when 
you return. 

9. Think about where your email could end up 

Never use inappropriate language in a work email. The reality is that your email will remain on the server long 
after you have deleted it. 

The issue may be resolved but your email will still be in existence and you would not want to cause offense or 
get into trouble for something you foolishly wrote without much thought. 

10. Always spell check 

Sending emails with spelling mistakes and grammatical errors can be infuriating for colleagues. Take the time to 
re-read your emails, make sure they make sense and have the right tone before you send them. 

 

In Summary, It’s all about context 

Ultimately, there are so many ways to write an email and each person has a different and unique style. It all 
boils down to context. Who are you writing to? How well do you know the recipient? Do you know them in 
person or just virtually? How will the email be interpreted? And what are you trying to achieve through the 
communication? Parish staff and Leaders can guide others in the different internal communication styles and set 
the tone for the parish. 



Email Industry Best Practices 
Using the TO Field: 

 The TO field is, according to the rules of email etiquette, meant for the main recipient(s) of your email. 

 To be more precise, this field should be used to include the recipients who are required to take action in 
response to the email. 

Using the CC Field: 

 CC stands for Carbon Copy. The CC field is used to refer to the concept of the carbon copy as it sends additional 
copies of a single email to one or more recipients. 

 The TO and CC fields are often used interchangeably because no matter which one you use, there is little 
difference in the way your recipients view the email. 

 However, the general practice is to use the CC field to send a copy of the email to people just to keep them in 
the loop. 

 Email etiquette says that the people you keep in the CC field are not expected to take any action or reply to the 
message. 

Using the BCC Field: 

 BCC is for Blind Carbon Copy. It sends copies of the email to multiple recipients, the only difference being that 
none of the recipients are made aware of who else has received the email. 

 The BCC field is used when you want to send an email to multiple recipients and want to protect the privacy of 
those recipients.  

 When you send an email and have multiple recipients in the BCC field, each individual recipient can only reply to 
the addresses in the ‘TO’ field. They cannot reply to others who are listed in the BCC field 

When to Use REPLY and REPLY ALL 

 REPLY is used when your email goes to a single person -- either the person who sent the original email or the 
person who sent the last message in the thread to which you are responding. 

 REPLY ALL is when you respond to everyone on the thread. Other recipients will see a message to which you 
REPLY ALL, whether they're in the "TO" or "CC" fields. 

When deciding between REPLY and REPLY ALL, ask yourself a series of questions: 

1. Is the email addressed to me? 
2. Does more than one person need to know the email was responded to? 
3. Will the other recipients be confused if they don't see me respond? 
4. Does the email impact 70% of people on the chain? 
5. Do the others need to remain on the chain? 

To help you keep it all straight, here's a helpful list to refer to when deciding when to REPLY ALL: 

1. If your response will impact at least 50% of the people on the chain. 
2. If others on the email will be confused if they don't see your response. 
3. If you're on an email with a small group of people working on the same project. 
4. If you think others on the chain might have the same question you have. 
5. If your ministry leader solicits feedback from everyone on the email thread. 



Forwarding Email 

Think twice before forwarding an e-mail that was sent to a group of people. You are forwarding addresses that can 
then be forwarded on and eventually all those addresses can end up in the hands of a spammer or as the messages 
get forwarded along, the list of addresses builds, and builds, and builds, and all it takes is for some poor person to 
get a virus, and his or her computer can send that virus to every email address that has come across his computer. 

If you need to forward an email, remove all email addresses, headers and commentaries in the body of the email 
from all the other forwarders. 

Have you ever received an email petition or an email that says: Forward this on to 10 people? Those are set up to 
collect email addresses for spammers to use.  

Sending Email to a large group 

Consider placing your email address in the TO field and then all the other email addresses in the BCC field so that 
you are not sharing everyone’s addresses. 

 Attaching Documents to Email 

As some people use PC's and others may use a Mac, it is helpful to email documents such as meeting minutes as 
PDFs so they can be read by everyone and also to keep them from inadvertently being changed by someone else. 

 


