Santa Ana High School Article of the Week #8

9 Rules For Emailing From Google Exec Eric Schmidt (1190L)

Instructions: READ and ANNOTATE using CLOSE reading strategies.

Step 1: Skim the article using these symbols as you read:

(+) agree, (-) disagree, (*) important, (1) surprising, (?) wondering

Step 2: Number the paragraphs. Read the article carefully and make notes in the margin.

Notes should include:

o Comments that show that you understand the article. (A summary or statement of the main

idea of important sections may serve this purpose.)

o Questions you have that show what you are wondering about as you read.

o Notes that differentiate between fact and opinion.

o Observations about how the writer’s strategies (organization, word choice, perspective,

support) and choices affect the article.

Step 3: A reread noting anything you may have missed during the first read.

Student Class Period

9 Rules For Emailing From Google Exec Eric Schmidt

In a new book out this week chock full of Google-flavored business wisdom, How Google
Works, Google executive chairman and former CEO Eric Schmidt and former Senior Vice
President of Products Jonathan Rosenberg share nine insightful rules for emailing (or
gmailing!) like a professional

Communication in the Internet Century usually means using email, and email,
despite being remarkably useful and powerful, often inspires momentous dread in
otherwise optimistic, happy humans. Here are our personal rules.

1. Respond quickly. There are people who can be relied upon to respond promptly
to emails, and those who can’t. Strive to be one of the former. Most of the best—
and busiest—people we know act quickly on their emails, not just to us or to a select
few senders, but to everyone. These responses can be quite short—"“got it” is a
favorite of ours. And when you are confident in your ability to respond quickly, you
can tell people exactly what a non-response means. In our case it’s usually “got it
and proceed.” Which is better than what a non-response means from most people:
“I’'m overwhelmed and don’t know when or if I’ll get to your note, so if you needed
my feedback you’ll just have to wait in limbo a while longer. Plus I don’t like you.”

2. When writing an email, every word matters, and useless prose doesn’t. Be
crisp in your delivery. If you are describing a problem, define it clearly. Doing this
well requires more time, not less. You have to write a draft then go through it and
eliminate any words that aren’t necessary.
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3. Clean out your inbox constantly. How much time do you spend looking at your
inbox, just trying to decide which email to answer next? How much time do you
spend opening and reading emails that you have already read? Any time you spend
thinking about which items in your inbox you should attack next is a waste of time.
Same with any time you spend rereading a message that you have already read (and
failed to act upon). When you open a new message, you have a few options: Read
enough of it to realize that you don’t need to read it, read it and act right away, read
it and act later, or read it later (worth reading but not urgent and too long to read at
the moment). Choose among these options right away, with a strong bias toward the
first two. Remember the old OHIO acronym: Only Hold It Once. If you read the
note and know what needs doing, do it right away. Otherwise you are dooming
yourself to rereading it, which is 100 percent wasted time.

4. Handle email in LIFO order (Last In First Out). Sometimes the older stuff
gets taken care of by someone else.

5. Remember, you’re a router. \When you get a note with useful information,
consider who else would find it useful. At the end of the day, make a mental pass
through the mail you received and ask yourself, “What should I have forwarded but
didn’t?”

6. When you use the bce (blind copy) feature, ask yourself why. The answer is
almost always that you are trying to hide something, which is counterproductive and
potentially knavish. When that is your answer, copy the person openly or don’t copy
them at all. The only time we recommend using the bcc feature is when you are
removing someone from an email thread. When you “reply all” to a lengthy series
of emails, move the people who are no longer relevant to the thread to the bcc field,
and state in the text of the note that you are doing this. They will be relieved to have
one less irrelevant note cluttering up their inbox.

7. Don’t yell. If you need to yell, do it in person. It is FAR TOO EASY to do it
electronically.

8. Make it easy to follow up on requests. When you send a note to someone with
an action item that you want to track, copy yourself, then label the note “follow up.”
That makes it easy to find and follow up on the things that haven’t been done; just
resend the original note with a new intro asking “Is this done?”

9. Help your future self search for stuff. If you get something you think you
may want to recall later, forward it to yourself along with a few keywords that
describe its content. Think to yourself, “How will I search for this later?” Then,
when you search for it later, you’ll probably use those same search terms. This isn’t
just handy for emails, but important documents too. Jonathan scans his family’s
passports, licenses, and health insurance cards and emails them to himself along
with descriptive keywords. Should any of those things go missing during a trip, the
copies are easy to retrieve from any browsers.
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Comprehension questions — answers may be in phrases.

1.

List three items the author suggests copying and emailing to oneself?

What is the “Internet Century”?

Define knavish as used in the article.

The authors suggest answering email promptly. What is the opposite of promptly?

Define browsers as used in the text.

Answer each question in one or more complete sentences.

6. What is author’s purpose in capitalizing the phrase “FAR TOO EASY” in rule #7?

7. Rule #3 is to constantly clean out the inbox. Which sentence best supports this idea? Write that
sentence in the space provided using correct methods of citation.

8. Are Schmidt and Rosenberg reliable sources for internet etiquette? Explain.
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