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DIGITAL TIPS: Leaving an Away-from-Desk Message
Many e-mail systems allow you to create an automatic response to incoming e-mails
when you are away from your desk or unavailable for any period of time. Your mes-
sage should inform senders when you are expected back and, if necessary, whom
they can contact in your absence. To learn how to set up an automatic response, see
<bedfordstmartins.com/writingthatworks> and select Digital Tips, “Leaving an Away-
from-Desk Message.”

Figure 8–6 Revised, Appropriate E-mail Message (with Attachment)

Subject: Baxter Meeting Canceled
Date: Tue, 2 Feb 201012:24:54 -0600 (PST)

From: Gene Marting <gmarting@secsystems.com>
To: Jane Wright <jrw.waterford@omni.com>

Jane:

I need to cancel the meeting with Thomas Baxter for next Friday (Feb 12). I will work
to schedule another meeting because we need to meet with him.

I have attached a copy of the PowerPoint presentation that I’d like to use at the meet-
ing. Let me know if you see possible improvements.

Thanks,

Gene

==================================
Gene Marting, Manager
Sales Division, Building Systems, Inc.
3555 South 47th Street, Boise, ID 83703
Off: 208-719-6620 Fax: 208-719-5500
http://www.building/sys/com
e-mail: gmarting@secsystems.com
==================================

Name: Meeting3.ppt
Meeting3.ppt Type: PowerPoint Document

Encoding: base64

Signature block
separated from

message
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