
**Email Communication: CC Best Practices Template** 

Subject: [Email Subject Here] 

To: [Primary Recipient Email] 

CC: [CC Recipient Emails] 

--- 

Dear [Primary Recipient Name], 

[Email body starts here. Make sure to keep it concise and relevant to all 

recipients.] 

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information]  

--- 

**CC Best Practices:** 

1. **Relevance**: Ensure all CC recipients are relevant to the 

conversation. 

2. **Limit Recipients**: Avoid overloading with too many people in CC; it 

can dilute the message. 

3. **Transparency**: Use CC for transparent communication where 

necessary. 

4. **Confidentiality**: Be mindful of sensitive information; avoid CCing 

anyone who shouldn't see it. 

5. **Introductions**: If necessary, introduce CC recipients to the 

primary recipient to establish context.  

6. **Follow-up**: If necessary, follow up with CC'd individuals for their 

input or acknowledgment.  

7. **Bcc as Alternative**: Use Bcc for large groups where a reply-all is 

not needed. 

---  

[End of Template] 


