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Lynne Cunningham’s 

Book Review

I just read a great book that I think should be added to your Leadership Library.
	Book
	Send:  Why People Email So Badly and How to Do It Better

	Author
	David Shipley and Will Schwalbe

	Pillar of Excellence
	All – this is a leadership communications book

	Publisher’s Book Description
	From this essential guidebook's opening sentence—"Bad things can happen on email"—Shipley and Schwalbe make all too clear what can go wrong. Email's ubiquity, with casual and formal correspondence jumbled in the same inbox, makes misunderstandings common; email's inexpressive, text-only format doesn't help. Given its brief history, there's no established etiquette for usage, which is why this primer is so valuable. It promises the reader hope of becoming more efficient and less annoying, reducing danger of a career-ending blunder. Brisk, practical and witty, the book aims to improve the reader's skills as sender and recipient: devising effective subject lines and exploring "the politics of the cc"; how to steer clear of legal issues; and how to recognize different types of attachments. Using real-life examples from flame wars and awkward exchanges (including their own), Shipley and Schwalbe (op-ed editor of the New York Times and Hyperion Books' editor-in-chief) explain why people so often say "incredibly stupid things" in their outgoing messages. "Email has a tendency to encourage the lesser angels of our nature," they note. They also offer "seven big reasons to love email," along with quick guides to instant messaging and email technology, all the while urging us to "think before [we] send." 

	LC Review
	This book will help you know how and when to use email effectively – and when not to.  There are also great sections on when and why it’s still best to use letters, FAX, phone and text/instant messaging.  The book includes great examples – some created to communicate some specific points and some are real.  Many are very funny.  Time Management – including email and meeting management – is a hot topic at Leadership Development Institutes today.  This book can help any leader be prepared to make a presentation or lead the conversation about how to change email from a burden to a facilitator of effective communications.

	Page
	Lynne suggests that you pay special attention to some of these features in the book. 

	13
	In a face-to-face (or voice-to-voice) conversation, our emotional brains are constantly monitoring the reactions of the person to whom we’re speaking.  We discern what they like and what they don’t like.  Email, by contrast, doesn’t provide a speedy real-time channel for feedback.
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	The Eight Deadly Since of Email
1. The email that’s unbelievably vague.

2. The email that insults you so badly you have to get up from your desk.

3. The email that puts you in jail. 

4. The email that’s cowardly.

5. The email that won’t go away.

6. The email that’s so sarcastic you have to get up from your desk.

7. The email that’s too casual.

8. The email that’s inappropriate.

	18
	Just because we have email, we shouldn’t use it for everything.

	19+
	Seven Big Reasons to Love Email
1. Email is the best medium ever created for exchanging essential information.

2. You can reach almost anyone on email – and not just businesspeople.

3. Email knows no time zone – it’s an efficient and economical way to communicate with people around the world.

4. Email gives you a searchable record.

5. Email allows you to craft your message – or your response – on your terms and on your own schedule.

6. You have the choice of preserving and presenting parts or all of a string of preexisting emails.
7. Email lets you attach and include additional information that the recipient can retrieve when and if he chooses.
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	Eight Reasons You May Not Want to Email
1. The ease of email encourages unnecessary exchanges.

2. Email has largely replaced the phone call, but not every phone call should be replaced.
3. You can reach everyone, but everyone can reach you.
4. The fact that email defies time zones also means that it can defy propriety.

5. The fact that email provides a searchable record means that you can be held accountable for your electronic correspondence.  If you’re working with weasels, watch their emails like a hawk.

6. The ease with which an email can be forwarded poses a danger.

7. With email your words can be changed.

8. Email attachments don’t just come with baggage – they are baggage.
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	The Subject line is the most important, most neglected line in your email.
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	SEND
S stands for Simple
E stands for Effective

N stands for Necessary
D stands for Done

	233+
	Tips and Techniques for Email
1. Get a fresh perspective.  Re-sort your inbox by person, not by date received.

2. Hold the Bacn.  It’s like Spam but tastier.
3. Give yourself some breathing room.  Use your “out of office assistant”.  

4. Pretend it’s a game.  

5. Tackle it bit by bit.

	236
	Email Rules
Some examples I really liked:

· Never “Reply All” unless it’s essential that everyone read your reply.

· Pick up the phone or walk down the hall for a conversation whenever an email chain has gotten long or complicated or emotional.

· Don’t answer when you are cc’d unless you absolutely need to; only to’s should answer.

	238
	The Crossword Puzzle Rule for handheld devices.  Imagine yourself with a blank crossword puzzle in your hands instead of a BlackBerry.  Would you do a crossword puzzle?  If not, don’t use your BlackBerry.

	Overall rating 
	Outstanding.  A Must Read for any leader in an organization that depends on email for communications.

	Publisher and Year Published
	Alfred A. Knopf
	2008

	Price
	$19.95
	Discounted at www.Amazon.com

	Recommended by
	Read this in preparation for a DCI Donor Service Leadership Development Institute
	Available as an audio book and as a Kindle book
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