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A SIMPLE GUIDE TO SHARING YOUR BEST SELF ONLINE

Once you

e Aclear purpose tend it... o Is it constructive?

e A relevant subject line e Is if respeciful?

e Arespecifullone e IS MY message clear?
e Agreeting and a signature e Who reullg needs this
¢ Altention lo conveniions message’
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e If you cant sign if, don't send It :, * Jokes and sarcasm can be

ir! misunderstood.
» There's no needfo SHOUT! (3 hard to ! ® Be sure you are on fopic.

e If you have nothing nice fo mend it/ ® Emoticons donf
say, say nothing! always help.
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