MS Outlook 2003: Adding a Return Receipt to a Message
Sometimes, you may want to know that they are actually reading the messages you send to people.  You can add a “return receipt” to a message, which will send you notification of the date, and time the message was officially “opened” by the recipient.  
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Start a new message.

2. Click on the View menu item.

3. Select Options…
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Check the box Request a read receipt for this message.
5. Click the Close button

Notes:

· Please be aware, though, that sometimes people read the message in their preview pane and if it does not require action on their part they may delete it.  In that case, you may get a receipt that the message was deleted without being read.  

· The option above read receipt is to provide a delivery receipt.  DON’T bother with this one.  All it tells you is when the message left our server.  It doe not give you any information about any other the ten servers in between the server of origin and the destination.

· Examples of receipt icons you will receive in your inbox.  The top one shows a receipt from a message that was “deleted without being read.”   The bottom, green one was read.

