E-mail Etiquette Poster

Directions:

1. In a group of three or four, create a poster to educate others about e-mail
etiquette.

2. The poster should include the following information:
Sending an e-mails

Formatting an e-mail

Attaching files to an e-mail

Filling out the address and subject fields
Forwarding an e-mail

Business e-mail etiquette
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3. Share your posters with the class.

Accompanies: Electronic Communication & Scheduling



