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DANGERS OF POOR COMMUNICATION



FOUR-POINT PLAN



EMAIL ETIQUETTE

The Lazy Email Habits:

1. Using a vague or outdated subject line

2. Not using a greeting or sign-off

3. Not proofreading

4. Using abbreviations or acronyms

5. Using the wrong case

6. Not thinking about who really needs to see the message

7. Writing everything in one long paragraph
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