===========================

HOW'S YOUR EMAIL ETIQUETTE?  

===========================

Email may seem like the greatest communication invention since speech - but that doesn't mean 

it's a free-for-all. The less you structure your email communications, the more important it is 

to follow a few ground rules. Here are some handy do's and dont's of email etiquette;

- Do make sure that the content is relevant to the recipients. 

- Do be patient, especially with inexperienced email users. Give people the benefit of the 

doubt - just because you are familiar with email etiquette, it doesn't mean that they are. 

- Do be careful when replying to mailing list messages, or to messages sent to many recipients. 

Are you sure you want to reply to the whole list? 

- Do be careful about typing CAPITALS as this is considered to be SHOUTING.

- Don't keep mail on your server longer than necessary, especially large attachments. 

- Don't forget to run your email message through spell check for last minute mistakes 

