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[bookmark: _gjdgxs]Email communication has become an efficient tool for communication for any business entity today. A recent report estimated over 300 billion emails are sent on a daily basis. Businesses are subjected to different regulatory standards which encourage positive and productive communication. Apart from commercial emails, emails can be used for different purposes such as contacting friends, applying for jobs, internships, scholarships, requesting information and many more. Depending on the purpose, the message sent will differ informality or give undesired outcome if standards for email communication is not met.it is therefore appropriate to have specific email standards for every email communication (Frenzel, 2007). 

It is necessary to review key business etiquette strategies to avoid email mistakes. Unlike text messages which are designed to be short, email is a better formal way to share ideas and information. It is required for every email there must be a subject line (Frenzel, 2007).  .this is to ensure that the main point of your message or the idea is well conveyed to the reader. It is, therefore, necessary to be as specific as possible to give the reader an idea of how important your message is. it is important to use a greeting such as hello, and some professional closing and signature.it important to think about your message before you write it, it is advisable not to send your email in a hurry. Decide the purpose of your message and the feedback you expect from your communication. Think about the audience of your message and organize your thoughts well before you start to write. Reflect also on the tone of your message. Strive for clarity and make your email as brief as possible. Use the right format for your message and proofread before sending (Frenzel, 2007).

  	All employers have their own email policies that should be distributed to all employees. The employees are then required to sign and acknowledge that they have read, understood and agree to abide by the rules (Bhardwaj & Goundar, 2017). These policies are for the business email which is used for business only. The policy should make it clear to the employees that all company email is the company's property.
The proposal for a national and international set of standards provides better protection and confidentiality in electronic communications. This contributes to creating new useful tools to facilitate international data exchange in the digital economy. They also aim at creating new possibilities to process communication data and reinforce trust and security in the digital single market. Emails and online messages remain must confidential. The privacy rules will also cover new providers of electronic communication services such as Whatsapp, Facebook, messenger, skype, Gmail, messenger, or Viber (Bhardwaj & Goundar, 2017). .All people and businesses will enjoy the same level of protection for their electronic communications.
The proposed communication sets out a strategic approach to the issue of international personal data transfers, which will facilitate commercial exchanges and promote better law enforcement cooperation and ensure a high level of data protection. The measures aim at updating current rules, extending their scope to all electronic communication.it is important that emails and online messages remain confidential. Emails, text messaging, and instant messaging have been proofed to be reliable commercial communication devices (Bhardwaj, & Goundar, 2017). Instant messaging allows for instant communication to anyone in the same city, in a different state, or anywhere in the world. Over 140 million people worldwide use instant messaging .text messaging is the preferred method of communication for individuals and businesses have adopted t as an efficient way to communicate with customers. Text messaging has a 98 per cent open rate compared to 2 per cent for emails. The response rate for text messages is 45 per cent while for email is 2 per cent (Jordan, 2018).  Utilizing text messages can help alleviate some of the communication issues that can cause delays in the commercial entity.
Data protection and updates are the proposals for electronic communication in the European Union institutions. The commission proposes new legislation to ensure stronger privacy in all electronic communications. First vice president of European Union Timmerman said "our proposals will complete the EU data protection framework. They will ensure that the privacy of electronic communications is protected by up to date and effective rules and that European institutions will apply the same high standards that we expect from our member states" (Ruiter & Warnier, 2011).  The regulation will increase the protection of people's private life and open up new opportunities for business. The EU's general data protection regulation proposes new rules to ensure that when personal data are handled by EU institutions and bodies privacy is protected, as well as setting out a strategic approach to the issues concerning international transfers of personal data (Ruiter & Warnier, 2011).
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