
A SHORT GUIDE USING
YOUR EMAIL TO IMPROVE
YOUR ORGANIZATIONAL

KNOWLEDGE
MANAGEMENT PRACTICE

(WITHOUT BEING OBVIOUS)

5 Tips for Using Email to
Improve Organizational
Knowledge Management
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So, you may wonder what does
knowledge management have to do

with email? 
 

Well...Everything!
 

Do you send an email just to send
one?  No. You send an email to share

or transfer knowledge. You also
respond to emails in response to

requests for knowledge.
 

How can you improve your
organizational knowledge? Try these
5 tips to improve your organizational
knowledge practice without holding a

neon sign to do so!    

 

NEXT: 
SUBJECT LINES
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Subject Lines

You don't have to be efficient in
copywriting to know what works inside of
your organization to get someone to
open an email.  Start with the overall
subject whether it's "Respond for XX..." or
"Request for information regarding XX..."
Just say what knowledge you are
providing or looking to gain in a short
blurb for a subject line. If you are looking
for something specific, you may just want
to say "Need XX..."

Remember that people are using their
phones and other mobile devices more
these days so they may not have enough
screen to read an excessively long
subject line.

 

NEXT:
BLUF



 

NEXT: 
EMAIL LENGTH
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BLUF
 

BLUF is an acronym for Bottom Line Up
Front. BLUF means don't put a lot of
fluff in and definitely get your point
out in the first or second sentence of
the email. If someone can't see your
BLUF in your preview pane, they may
just ignore what you are sending and
read it later.

Getting the BLUF will get your receiver
to read what knowledge you are
sharing or be more receptive to
responding with the knowledge you
need quickly. There won't be any
confusion of the need since you've
kept the email succinct and to the
point.
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NEXT: 
    ATTACHMENTS

Email Length

Like with BLUF, your emails should be
succinct and to the point when at all
possible. 
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NEXT: 
SIGNATURE

BLOCKS

Attachments

This tip isn't about how much to
attached, what to name your
attachments, but REMEMBERING to
attach them.

When you want to exchange
information and that knowledge you
have for it, sending an attachment is
one of those "necessary evils" of many
of those emails.

When you forget to attach an email
with critical knowledge or information
the recipient is waiting on, frustration
will grow and your emails may not be
opened as quickly the next time you
send one.  
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Signature Blocks
 

The signature block is the most
understated, important part of email
especially when it comes to knowledge
sharing and transfer.

Set your emails up so they automatically
populate for a new email as well as all
responses. This ensures that even if you
respond to someone's chain of emails, you
can be reached if someone wants to know
more.

Ensure you have your work email and your
office phone number in the signature
block. You are not obligated to provide a
personal number or email. Also, include
your title so recipients have a frame of
reference regarding your knowledge and
experience.

 

NEXT: 
      CONTACT ME

 



Contact
Me
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If you found this short guide helpful and
would like to learn more about
knowledge management, please

contact me at
 

 cjyoung@cjyoungconsulting.com 
 

or set up a call for a free, 30-min
discussion to discuss options of how I can

help:
 

https://calendly.com/cjyoungconsulting
/30mingetttingacquainted


