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Preparing Digital-Age E-Mail Messages

and Memos

E-Mail: Love It or Hate It—But It’s Not Going Away





Why People Complain About E-Mail

• E-Mail Overload

• E-Mail—Everlastng Evidence



Knowing When E-Mail Is Appropriate







How to Use Instant Messaging and Textng on the Job



Texting Etiquette



Web 2.0: Social networking



Should Employers Curb Social Media, E-Mail, and 

Other Internet Use?





What’s Reasonable?

Some companies (e.g., Volkswagen and Porsche) impose a zero

tolerance policy, prohibiting any personal use of company

equipment. Ameritech Corporation tells employees that

computers and other company equipment are to be used only for

business purposes. Companies such as Boeing, however, have

issued guidelines allowing some personal use of e-mail and the

Internet. The company strictly prohibits chain letters, obscenity,

and political and religious solicitation.





Your Task





REFLEKSI

1. Informasi penting hari ini

2. Manfaat penting dari informasi penting hari ini

3. Tindak lanjut yang dapat saudara lakukan



That’s all. Thank you! 

Any Questions?
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