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EE--MMaaiill  EEttiiqquueettttee              
CCooddee::  CT90-704 DDuurraattiioonn::  1 day 

SSeerriieess::  Business Communication PPrriiccee  $290 plus GST 

EE--mmaaiill  bbaassiiccss

E-mail characteristics 
E-mail programs 
When to use e-mail 
Writing an e-mail message 

EE--mmaaiill  ppoolliicciieess

Company policies 
Copyright laws, viruses, and liability 

EE--mmaaiill  ffeeaattuurreess  aanndd  sseeccuurriittyy

Features of an e-mail program 
Securing e-mail 

EE--mmaaiill  mmeessssaaggeess

Message headers 
E-mail message body

EE--mmaaiill  eeffffeeccttiivveenneessss

E-mail recipients 
Message management 

NNeettiiqquueettttee  gguuiiddeelliinneess

Netiquette style 
Emoticons and abbreviations 

CCoommppoossiinngg  oonnlliinnee  ccoorrrreessppoonnddeennccee

Online communication 
Language and punctuation 
Efficient writing habits 

BByy  ccoommpplleettiinngg  tthhiiss  ccoouurrssee,,  ppaarrttiicciippaannttss  wwiillll  lleeaarrnn  hhooww  ttoo::    

Describe the various aspects of e-mail, use e-mail programs, decide when 
to write e-mail and when to avoid writing e-mail, and improve their e-mail 
writing skills.
Follow company policies regarding e-mail, follow copyright laws, avoid 
viruses, and discuss e-mail liability.
Use the various features of e-mail programs and secure their e-mail by 
using encryption, digital signatures, and passwords.  
Use headers effectively in an e-mail message and structure the body of an 
e-mail message.
Write e-mail with recipients in mind and manage their e-mail volume.
Use proper netiquette styles and use emoticons and electronic 
abbreviations.  
Communicate online, use language and punctuation, and develop efficient 
writing habits.

PPrreerreeqquuiissiitteess:: None 


