Common Sense Email

There are some common sense things you can do to make sure that communication via email is
as safe as possible. It is then YOUR responsibility to make sure information is secure.

y Be concise and to the point. If the email you are writing requires
the reader to scroll down the screen then it is probably too long
and should be an attachment - your email would then describe what
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Be careful when using group email addresses. Check who is in the group |
and make sure you really want to send the message to everyone. |

Don't forward group emails to others outside the group. You are unintentionally giving access to email

addresses that people might want to keep private.




