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Have you ever received email that left you wondering about the person who sent it?

Or worse, have you ever sent an email that you later regretted?

Being on the receiving end of a bad email can leave you shaking your head and trying

to figure out what on earth the other person�
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the wrong person.

Stay away from offensive comments
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 Check your tone before sending a…

Maintain a positive tone in your email communications. Remember that snarky

remarks may come across as mean-spirited rather than funny. Save the sarcastic

humor for voice communications so others can hear the tone of your voice. This also

includes anger. You should always avoid sending angry emails, or you may risk

offending someone you work with or care about.

Use priority flags with discretion09
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