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Indiana University of Pennsylvania 

1. Confidentiality is never guaranteed. Don’t write anything you wouldn’t want to be re-posted. 

 Good: “I don’t think this is a good topic for e-



Too vague and long: “Thanks for your presentation today. I’ve been thinking about it and have a 

number of ideas I’d like to run by you. Sorry in advance if this e-mails runs long, but I wanted to 

get these thoughts out of my head before I forget them and get your reaction. First of all….”  

5. Avoid humor, sarcasm, and anger. 

Good: 


