
 
 

Tips for Writing Forum Posts 

  
   

 

Make sure you read the directions and questions carefully before responding.  

Instructors will expect you to respond to specific questions or will provide you  

with discussion topics. 

 

  

 

Make sound arguments, supported by course materials and properly cited  

research.  

 
  

 

Be considerate and appropriate: Keep in mind you will be communicating with  

people from all over the country (or even the world!) who may have different  

beliefs and points of view.  

 

  

 

If you are instructed to share your personally relevant experiences, be genuine  

with your responses and use academically appropriate language.  

 

  

 

Just as some feedback is better when given face to face, some feedback may  

require a higher “social presence” or rich media to communicate appropriately.  

Therefore, make a wise decision about whether it is best to use the phone,  

Skype, or email for providing feedback. Always make sure feedback is  

constructive.  

 

 

Message Format 

Keep the following suggestions in mind when posting messages to forums:   

 

 Start with a meaningful subject line.   

 Identify yourself with your full name, include the course prefix and number, and section  

 number.  

 Be concise, get to the point, and state if action is required.  

 Avoid excessive use of CAPS and punctuation!!!   

 Use spellcheck and proofread your message before you click send.  

 Use a professional signature line.  

 

 

 

 

 



 
 

Message Courtesy 

 

 Acknowledge and return messages promptly.  

 Use appropriate language; think, "Would I say this to someone's face?" In the electronic  

 environment, information can be stored and forwarded, so keep this in mind as you  

 communicate.  

 Avoid slang and sarcasm, as they can easily be misunderstood. Honest and genuine  

 feedback is critical for building teams and creating genuine relationships.  

 Avoid “flaming.” This is equivalent to shouting and becoming angry. It is rude and  

 considered inappropriate behavior.  

 

         

   

        


