Electronic Communications Guidelines

Name: ___________________________
Date: ______________________________

Using some of the do’s and don’ts you have learned in this unit about electronic communication, list the ten you feel are most important for communicating in a professional, modern workplace environment. Explain your reasoning in the space below each line.

1. __________________________________________________________________

2. __________________________________________________________________

3. __________________________________________________________________

4. __________________________________________________________________

5. __________________________________________________________________

6. __________________________________________________________________

7. __________________________________________________________________

8. __________________________________________________________________

9. __________________________________________________________________

10. __________________________________________________________________
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