How to set email to always request read receipt:

1. From the main Outlook screen, select “File” > “Options*®.

2. Choose “Mail” in the left pane.

3. Scroll down to the “Tracking” section.

4. Select the “Delivery receipt confirming the message was delivered to the recipient’s e-

mail server” and/or “Read receipt confirming the recipient viewed the message” as

desired.
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For any message received that includes a read receipt request:
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Update tracking information, and then delete responses that don't contain comments
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Message format

Use Cascading Style Sheets (C55) for appearance of messages
Reduce message size by removing format information not necessary to display the message

Encode attachments in WUENCODE format when sending plain-text messages
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