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Things to be kept in mind to avoid negative email writing: 

 One must avoid using negative words in the subject line. Usage of such 

words in the subject line may compel the receiver to not open the mail. This 

may cause delay in response. 

 While writing an email one should follow reader-centric attitude. The 

thought process and the ideology of the recipient must be kept in mind while 

drafting the response.  

 While drafting business email, one should avoid extreme use of adjectives. 

Words overwhelmed with emotions like anger, sadness, joy, etc. must be 

avoided.  

 One should avoid the usage of negative words like fault, unavoidable, 

failure, irresponsible, neglect, delay, limited, unfortunately, etc. Usage of 

such words may create unnecessary business tension and negative 

atmosphere. 

 One should not break negative news right at the beginning or at the end of 

the email. Even if one wants to convey the negative news, one should mold 

them in a positive fashion so as to avoid negative tone. 

 One should focus on solution and not on problem. Once the problem is 

stated, focus on the things which can be done to deal with the problem rather 

than the things which cannot be done.  
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 While writing an official email, one must avoid playing blame game. 

Because pointing fingers is something that is not appreciated in the thread of 

mails. 

 The foremost and the most important step to avoid negative tone in one’s 

email is to reread email before sending it to the recipient.  
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Samples of positive email writing and negative email writing are as follows. 
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