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5ust as the business casual dress code has some people stumped, so has the business causal 
writing style. Gome writers confuse the screen for a t-shirt slogan.  
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.-mail�s greatest benefit can also be its greatest drawbackK  speed.  We open. We read. We reply. 
Then we thinkNor don�t, as the case may be. 
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On the street, when someone you know speaks to you, etiquette requires that you return the 
greeting. Not so with e-mail.   
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Instead of being constantly distracted, let the e-mails pile up and check them only once or twice a 
day.  
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Imagine your reader asking, SGo whatTU  Then add the answerK  /raw conclusions. Gtate the 
action you want.  
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5ust as the penny is the basis for our monetary system, the sentence is our basic unit of thought. If 
your e-mail wasn�t all that interesting to read the first time, imagine forcing people to slog 
through it a second time to catch your meaning. 

!;&% '& ." .4% !"&% ") 2'*%H.'6%( 
$rief is good.  $lunt is not.   
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As a safety measure, don�t enter the recipient�s e-mail address until you have the e-mail ready to 
goNwith all attachments. Then if your trigger finger goes off, your e-mail is still safely in your 
hands.  

R3@% 5;*% J=&1.'9%F =&1:4%*%L 2"%(&D. R%3& JS" !'9%F S":4%*%L 
Wany organizations advertise that they�re available anytime anywhere.  $ut the reality is that that 
expectation disappoints all too often.  .mail goes unanswered for days and weeks.  
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Zeople are typically less guarded when speaking than writing. +hoose according to your purpose.   
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+omedy writers earn big bucks.  .ither make sure your humor works or don�t try it.   
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Inexpensive software packages can scan up to ),,,,, e-mails an hour for ob[ectionable words 
\unfair, performance review, copyright, breast, resume, angry] and forward those messages to a 
designated person. +onsider that your e-mail may be retrieved for any number of things that keep 
people awake at night.   
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Author of !# books \Gimon _ Gchuster/Zocket, Warner, and WcGraw-bill], /ianna 
$ooher, +GZ, +ZA., delivers keynotes and training on communication and life-balance 
issues. ber latest booksK Spea- with 1onfi4ence6, 7our Si(nature 9ife6: 7our Si(nature 
#or-6: !"#ritin(:  1ommunicate with 1onfi4ence: and <rom 1ontact to 1ontract..  *or 
more information on /ianna and her programs, visit www.booher.com or call -,,-"!#-
cc#d. 

 


