RUNNING HEAD: EMAIL ANALYSIS 	1
EMAIL ANALYSIS 		3
[bookmark: _GoBack]


Email analysis
Name:
Professor:
Course:
Date:


Precise and vigorous words used
Some of the precise and vigorous words includes juggling, many, reduce, fix, 20 % and saids. 
Email analysis
The tone, as well as the type of words used in writing an email, are a very important aspect of how the receiver of the email receives. This is because emails do not show the body language and also the feelings of the sender of the email. Instead, the words and the tone used carries the feelings. The choice of words is therefore very essential. 
In reference to the email sent by the vice president of Richard Mangrove to the supervisors and the managers, several faults can be noted in the choice of words used and also the tone of the sender. To begin with, the sender fails to salute the receiver of the email. In writing emails, salutation helps to build a rapport between the sender and the receiver of the message. When not used, it makes the receiver develop suspicion on what could be the objective of the email.
Secondly, the sender of the message applies a tone that is not very pleasant to the receiver. The sender appears to be angry. The sender uses a very negative towards the receivers of the message. For instance, the sender states that "this is something I hate to do but I must warn you…" which proves how angry the sender is. As a result, the sender appears to be insinuating that the receiver is somehow guilty while the sender is innocent. This makes the reader feel defensive, angry as well as feel that their professional image is being demeaned. 
In another instance, the vice president tells the supervisors and the managers to “MAN UP!!”. By using the capital letters and the exclamation marks at the end of the statement, the vice president can be thought to have been shouting angrily at the supervisors and the managers. This may result in unnecessary tension between the sender and the receivers. Also, it can break the relationship that exists between the two parties. 
In the email, the vice president fails to use courteous words. This can be viewed to mean that he is angry at the receiver of the email or that he is the boss at the company. Use of courteous words in an email such as please and thank you makes the tone of a demanding email appear to be less demanding. As a consequence, the relationship between the involved parties holds.
The vice president repeatedly uses the word must. This appears to be very commanding. As a result of this, the supervisors and managers may feel that they are not part of the decision-making process in the company and therefore feel the back lies with the sender of the email. They may feel demeaned.
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