Answers Using Email Level 3
Assignment A
Task A2
Explain at least three methods that could be used to improve message transmission
	Three methods that could be used to improve message transmission are: -




Give four examples and explain why and how to stay safe and respect others when using e-mail.
	Examples of why and how to stay safe and respect others when using e-mail are as follows: -



Explain why it is necessary to archive message, what is the process and when should it be done.
	E-mail messages should be archived because: -



Give three examples and explain how to minimize problems when sending or receiving e-mail.
	Problems can be minimized when sending or receiving e-mails by: -



Explain two problems that could arise when sending e-mails and the measures that could be taken to rectify the problems.
	Two problems that could arise when sending e-mails are: -
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	Three additional guidelines that could be included in the e-mail policy are: -
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