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DISCUSSION LISTSERVES – Email etiquette
E-mail Etiquette: Since e-mail often requires interpretation by the reader of the tone and meaning of a message, to avoid misinterpretation, it is suggested that members:

. Be as clear and concise as possible

. Ensure your name and e-mail address and all others to whom the message is sent are clearly visible to the reader(s)

. Send the message to only the appropriate people, not the whole list

. Send no superfluous or ill-thought-out material i.e. no spam, no irrelevant information, and no messages which are harmful, dishonest or use language that demeans others

. Consider the kind of role model you are being before you send the message

. Check with the poster directly (by phone or in person) to clarify the meaning if you are upset or offended by an e-mail.

