
Class Outline (Communications Expectations)

Do not open with 
"Hey!"

Be polite and please ask 
kindly rather than 

demanding. We are 
people too!

Clear and concise subject line

The urge may be there, 
but do not apologize for 
being sick or exposed!

Start off by saying who 
you are

VERY IMPORTANT: Remember to respond to emails in a timely manner
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