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Ask any ten people if they know of someone who has been terminated or 
an organization that has been hauled into court over an email, and at least 
one can cite person and case.  The story usually has an unhappy ending. 
 
Mere are the no-no�s" 
 
0O 0";54'1" (%77"#4) 5<%+4 +&&"2 75#5;"7"#4  P4ven if Qdeleted,R these emails 

can be retrieved.  Often such remarks accidentally get passed on.  After four replies 
on an ongoing saga, someone forgets your sarcastic line buried at the bottom and 
forwards the email to another colleague to answer a different question.O 

 
,O =2'4'(')7 2";52/'#; &""2 %2 )45>> &"2>%275#(" '))+")  PWritten comments cause 

employees to brood.  They seem more official than spoken words.O 
 
+O 8%#+)") %2 )5.529 '))+") PIf positive plans fail to materialize, the writing seems like 

QproofR that they are deserved.O 
 
*O ?5('5. %2 ;"#/"2 ).+2) PWurely not in this decadeO 
 
2O 32%/+(4 %2 )"21'(" .'5<'.'4'")  POpponents can subpoena your emails as evidence 

that you were aware of problems and ignored warnings.O 
 
7O =%7&"4'4%2 +#42+4-)  PWee you in court.O 
 
XO @%))'& 5<%+4 (%.."5;+")  P4ven the most innocent QnewsR can strike people the 

wrong way  If they want it told, they�ll tell it.O 
 
6O ,.%&&9 A2'4'#;  P!lear writing reflects clear thinking. The opposite is also true.  Your 

image may depend on daily informal email more than on formal documents.O 
 
3O B+7%2C&524'(+.52.9 )52(5)7 5#/ 4%#;+"D'#D(-""E  PWhat comes across well 

with proper inflection, a smile, a goofy expression, and a slap on the back frequently 
falls flat on the screen.O 

 
05O F#94-'#; 5<%+4 9%+2 &"2)%#5. .'>" 9%+G/ <" "7<5225))"/ 4% -51" &2'#4"/ %# 

4-" >2%#4 &5;" %> 9%+2 #"A)&5&"2 PYour love life, your weekend adventures, your 
political views. Nada. 4nough said.O 

 
Wo what�s left\  Work.  Mo-hum.  And I think that�s the general idea. 
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^ /ianna -ooher, -ooher !onsultants, Inc. 
 
Author of *, books PWimon _ Wchuster/aocket, Warner, and bcGraw-MillO, /ianna 
-ooher, !Wa, !aA4, delivers keynotes and training on communication and life-balance 
issues. Mer latest books" Spea% with +onfi/ence1, 2our Si5nature 6ife17 2our Si5nature 
8or%17 9:8ritin57  +ommunicate with +onfi/ence7 and <rom +ontact to +ontract..  dor 
more information on /ianna and her programs, visit www.booher.com or call 655-+*,-
77,0. 
 
 


