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Why has email become so popular?
Over the past few years, email has become a widely used communication tool. In the home, email is used to communicate with friends and relatives all over the world; in the workplace, email is used to communicate with colleagues, suppliers, clients and competitors.
It is not just a tool for sending text messages: email can be used to distribute photographs, software, sounds and even movies; in fact, anything that can be saved as a digital file can be distributed via email.
The nature of an email message
Like the letter and memo, email is a one-way communication tool. That is, when the message is delivered, it is only going from the sender to the recipient. Whilst the recipient can respond by replying to the message, the response is not immediate. The delay in response creates some distance between the sender and recipient, even though the recipient may sit next to the sender in the office.
Advantages and disadvantages
[bookmark: _GoBack]Like all communication tools, email has its advantages and disadvantages.
Advantages
· Fast—no delay due to distribution as with a letter; an email message can travel halfway around the world in seconds
· Cheap—because it is so fast, the cost of getting the message to its destination is much cheaper than putting stamps on letters or paying for local, toll or international telephone calls.
· Traceable—email software keeps copies of the messages that you send and you can store the messages that you receive. This means that it is easy to keep track of who has said what and when. You can even have a message sent back to you when the recipient opens the message so that you know that they have read its contents. 
· Less wasted time—many people play “telephone tag” trying to contact each other. When an email message is sent, the recipient will get it the next time they check their messages whether it is midday or midnight.
· Date and time—because email messages automatically record the date and time messages they are time relevant.
· Broadcast messages—the same message can be sent to many recipients in the same time that it takes to send it to a single recipient.
Disadvantages
· One-way communication—as with any other one-way communication tools, you must take care to word the email so as not to unintentionally cause offence. 
· Legality—whilst some people use digital signatures, many documents still require a handwritten signature to be legally binding.
· Overuse—because it is so easy to create and deliver, email is sometimes used in situations where telephone calls or personal visits would be more appropriate. 
· Risk/liability—companies bear the risk of email messages being sent that cause offence and/or that fall into the hands of someone for whom the message was not intended. 
Obviously, the advantages of email outweigh its disadvantages. It is important to bear in mind that email is not the only way to communicate. You should always evaluate all of the communication tools that you have available in light of the current situation before rolling out another email message.
