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How You Handle Everyday Emails

1. Which best describes what you do right now?
36 Answers

Other Office Work (HR, Admin, Management, etc.) Student Finance / Banking Managing a Household / Homemaker Aviation Operations Data analytics
Librarian Environmental sciences consulting Other entries

Other Office Work (HR, Admin, Management, etc.)
31%

11
Student

28%
10

Finance / Banking
22%

8

Managing a Household / Homemaker
6%

2
Aviation Operations
3%

1
Data analytics
3%

1 Librarian
3%

1
Environmental sciences consulting
3%

1

Other entries
3%1
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How You Handle Everyday Emails

2. When you send important or formal emails, who are you usually writing to? (Select up to two)
59 Answers

Co-workers, teammates, or group project members Customers or clients Direct managers or leadership Professors, teachers, or school staff
Landlords, property managers, or billing companies

Co-workers, teammates, or group project members
39%

23

Customers or clients
20% 12

Direct managers or leadership
19%

11
Professors, teachers, or school staff
17%

10

Landlords, property managers, or billing companies
5%

3
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How You Handle Everyday Emails

3. Think about the emails you write completely from scratch. Roughly how many of these do you write in an average week?
36 Answers

6 to 20 1 to 5 21 to 50 51 to 100 More than 100

6 to 20
36%

13

1 to 5
31%

11

21 to 50
17%

6 51 to 100
8%

3

More than 100
8%

3
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How You Handle Everyday Emails

4. Think about the more important or tricky emails you send. What are you usually trying to achieve? (Select your top three)
87 Answers

Scheduling, coordinating, or following up Giving a status update Making a formal request Sharing work or explaining something complex Reporting a problem

Scheduling, coordinating, or following up
28%

24

Giving a status update
20%

17

Making a formal request
18%

16

Sharing work or explaining something complex
18%

16

Reporting a problem
16%

14
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How You Handle Everyday Emails

5. When you are writing one of these important emails, what is usually the hardest part for you?
36 Answers

Getting the tone right Organizing my messy thoughts None of these — it's usually easy for me Figuring out which details to include Just getting started

Getting the tone right
42%

15

Organizing my messy thoughts
19%

7

None of these — it's usually easy for me
17%

6

Figuring out which details to include
14%

5

Just getting started
8%

3
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How You Handle Everyday Emails

6. When you send an email asking for something, how often do you have to send follow-up emails because the person didn't fully understand
you the first time?

36 Answers

Sometimes Rarely Almost always

Sometimes
47%

17

Rarely
44%

16

Almost always
8%

3
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How You Handle Everyday Emails

7. Think about the last important email you had to get right. From opening the blank draft to hitting send, including re-reading and editing,
roughly how long did it take?

36 Answers

5 to 15 minutes Under 5 minutes 15 to 30 minutes 30 to 60 minutes

5 to 15 minutes
47%

17

Under 5 minutes
25%

9

15 to 30 minutes
22%

8

30 to 60 minutes
6%

2
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How You Handle Everyday Emails

8. Think of the last time you had to draft a tricky or important email. How did you actually get it done?
36 Answers

Used an AI tool Just stared and typed until it looked right Searched my inbox for an old email to copy I rarely get stuck, I wrote it quickly from scratch
Saved template or company guide Asked a friend or coworker to read it

Used an AI tool
36%

13

Just stared and typed until it looked right
31% 11

Searched my inbox for an old email to copy
11%

4

I rarely get stuck, I wrote it quickly from scratch
11%

4
Saved template or company guide
6%

2

Asked a friend or coworker to read it
6%

2
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How You Handle Everyday Emails

9. Have you ever done any of these to make writing emails easier? (Select all that apply)
44 Answers

Built my own system (saved templates, snippets, checklists) No, I've never really gone out of my way to fix this Searched for or tried a free tool for it
Regularly asked someone to proofread or help Paid for a tool or subscription specifically to help write emails

Built my own system (saved templates, snippets, checklists)
34%

15

No, I've never really gone out of my way to fix this
34% 15

Searched for or tried a free tool for it
18%

8

Regularly asked someone to proofread or help
11%

5

Paid for a tool or subscription specifically to help write emails
2%1
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How You Handle Everyday Emails

10. Do you currently use any AI tools (like ChatGPT, Grammarly, or built-in smart replies) to help write your daily emails?
36 Answers

Yes, but only for really difficult emails Yes, almost every day I have tried them, but don't use them anymore No, never

Yes, but only for really difficult emails
31%

11Yes, almost every day
25%

9

I have tried them, but don't use them anymore
22%

8 No, never
22%

8
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How You Handle Everyday Emails

11. What is the single best thing about the AI tool you currently use?
20 Answers- 16 Empty

Data Answers

It can get the tonality right and my point across is fluent English. 1

It is able to write formally and include all the details effectively without it being cluttered. 1

Na 1

Its easy and faster 1

It makes life easier. 1

Chatgpt 1

Speed 1

Time saving 1

It’s simple and easy to use 1
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How You Handle Everyday Emails

12. When you use AI to help draft an email, what is the main reason you cannot just copy and paste exactly what it gives you?
28 Answers- 8 Empty

It sounds like a robot and lacks my voice Words are too formal or big It makes the email too long
AI tool has moods (friendly, professional, elaborate, etc) of delivering the mail, so I decide the mood Na

I feel my email signature implies I am the author of the email in question, so I only use AI when disclosed. Also, by the time you prompt the AI you may as well have wrote it yourself half t…

It sounds like a robot and lacks my voice
71%

20

Words are too formal or big
11%

3
It makes the email too long
7%

2 AI tool has moods (friendly, professional, elaborate, etc) of delivering the
4%

1
Na
4%

1

I feel my email signature implies I am the author of the email in quest
4%

1
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How You Handle Everyday Emails

13. When an important email takes a while, where does the time actually go? (Pick the closest)
36 Answers

Gathering the right information first (digging up the thread, numbers, files, or policy) Wording it carefully and getting the tone right
Figuring out what to actually say and how to structure it Second-guessing and re-editing after it's basically written

Gathering the right information first (digging up the thread, numbers, files, or polic
33%

12

Wording it carefully and getting the tone right
31% 11

Figuring out what to actually say and how to structure it
25%

9

Second-guessing and re-editing after it's basically written
11%

4
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How You Handle Everyday Emails

14. Think of the last time an email took you way too long to write. Briefly describe what you were trying to do and why it was so hard.
36 Answers

Data Answers

Asking for a refund or exchange of a faulty product. It was difficult as there was no refund or exchange policy, but I felt I had the rights to
ask for it. 1

I was reporting a professor to the head of my department for being a creep, while knowing I would be in his classes for the next entire
year or more, and there was no other options. I wanted to bring awareness, without expecting anything specific. The email was to broach
the subject, and to schedule a 1:1 meeting about it.

1

I was trying to reschedule an exam with a teacher and it was hard since I didn't want to give a bad impression on the teacher so I tried to
be as formal and smart as possible within my email. 1

Na 1

As it's something important and confidential so you can't copy paste the important details and Names. Editing cutting and pasting 1

Trying to gather all the information from various stakeholders and updating the same to my managers /other stakeholders. It was hard
since these conversations over email were long and unstructured. 1

Setting the tone right 1

I dont remember. 1
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How You Handle Everyday Emails

15. If you had a magic wand to fix one single thing about how you write emails every day, what would it be?
36 Answers

Data Answers

Just write out what is in my head, instead of me trying to type it in proper English, somehow or someway. 1

I’d be confident when hitting send 1

Be able to improve my clarity within emails since they're all cluttered. 1

Na 1

More handy would be nice but I don't have to write much formal emails and usage is minimal for any kind of tool. 1

More context would be better. Connected system would be better. 1

To structure better 1

Don’t know 1

Nothing I can think of. 1
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How You Handle Everyday Emails

16. How did you hear about this survey?
36 Answers

A friend or WhatsApp message Reddit Another social media platform

A friend or WhatsApp message
50%

18

Reddit
47%

17

Another social media platform
3%

1
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How You Handle Everyday Emails

17. Email (optional)
5 Answers- 31 Empty

andrevo146@gmail.com
magesh1304@gmail.com

redmbailey@gmail.com
somya2422@gmail.com

xander.dorn@proton.me
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How You Handle Everyday Emails

I'm open to a short follow-up conversation.
10 Answers- 26 Empty

I'm open to a short follow-up conversation.

I'm open to a short follow-up conversation.
100% 10
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Thank You!
How You Handle Everyday Emails
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