
 
 
 

 

H-1084 Budapest, 
Tavaszmező street. 14-18. 

Phone: (06-1) 
666-5044     

http://kgk.hok.uni-obuda.hu 

Tavaszmező utca 17.  hok.uni-obuda.hu 

 

 

Student Council of Keleti Károly  
Faculty of Business and Management 

 

OE-KGK-HÖK 

Registration number: OE-KGKHÖK-10/21 

Date: 2021.01.24. 

 

Student etiquette in communication 

for students of Óbuda University Károly Keleti Faculty of Business and Management 

 

Etiquette: The set of courtesy rules and rules of decency. The etiquette is a key element of the culture 

of society, also includes requirements for conduct to be attended in strictly regulated ceremonies. 

 

Introduction: The content of this etiquette is a recommendation from the team of the KGK Student 

Union for our fellow students, regarding the communication conducted in the online space. As 

recently there has been a significant increase in the number of messages exchanged online, we would 

like to provide a point of reference with which, we can increase the efficiency and speed of our 

communication. 

 

• If you need, please contact your professor via email, do not use Teams or other platforms for 

this purpose.  

Except for office hours or with your professor’s particular approval. 

• You may find your professor’s contact info in the OE Phonebook.  

You can search it at the link below: http://www.uni-obuda.hu/search/oe_searcher 

• Before writing a letter, gather information. 

Look up the subject matter and the emails previously sent by the professor. If these include the 

answer to your question, do not burden him/her with your letter unnecessarily. 

• Your email should have a subject. 

When you specify the subject of your email, it is much easier for both of you, especially for the 

professor, to find their way around the dozens of letters. For a new topic write a new email, do not 

use an old email thread. 

• Start your email with proper greeting. 

For instance: Dear Sir/ Madam,  

• In all cases, write your letter in an appropriate tone.  

Give respect with both form and content. 

• In your email you should write your name, major and type of class. 

For instance: I am Máté Minta (Neptun code: ABC123), Engineering Manager BSc.  

You may also write this information at farewell.  

• Please write down in your letter the name of the subject. 

The teachers may not teach only one subject, that’s why you should concratized which one is that 

you have the problem with. You should write down the object code and the course code, because 

teachers can teach subjects in the same subject name. 

http://www.uni-obuda.hu/
http://www.uni-obuda.hu/search/oe_searcher
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• Write down your question or request. 

If you just write down your problem, the teacher won’t know what do you want concretely. For 

example, if you ask that why is your written examination is bad, then the teacher won’t know if 

you want an introspection or just to check again your answers. You should write down your 

queston in end of the e-mail. 

• Follow the administrative paths. 

If you have a problem with your teacher you shouldn’t write it immediately to the rector. First you 

should write to the teacher, then the head of department. If you can’t get forward with your 

problem, you should write for the vice dean, then the dean.     

• You should get in touch with the teachers in time and give them some time for the answer. 

We managed to agree with the teachers that they have to answer your e-mails in 3 weekdays (8am 

to 5 pm). If it isn’t happening, then you can send a reminder for them.  

• You should start a conversations in the Moodle Forum in connection with questions that can 

affect you and your mates.   

You can make things easier for the teachers, they don’t have to answer for each person in 

particular.  

• It is appropiate to thank the received answer. 

You should give a feedback, that you received and read their answer. 

• If you don’t know who should you ask, then contact with your head teacher or the Student 

Union. 

With this solution we can prevent that you contact with not competent person. You can write e-

mail for the kgkhok@cl.uni-obuda.hu e-mail adress for reaching the Student Union. 

 

We ask you to adhere the suggestions. 

Yours sincerely: 

The team of the KGK Student Union 

2021.01.24. 
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