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Long: 

Who is the message from? 

Thoughts/comments/reflections: 

Why did it get me reacting emotionally? 

What I feel like responding back (be specific): 

Name the emotion: Intensity Level (0-100): 

What are the short and long-term potential consequences of sending this email?

Short: 

Might this come off as (circle as many as apply): 

Rude    Unprofessional (if applicable)    Inappropriate    Boundary Crossing    Dysregulated

Judgmental   Threatening   Spiteful   Hurtful   Insulting   Other: _________ 

Do I still want to send it? If yes, try waiting, then revisit form. If no and still need to respond, how can I do so skillfully? 
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