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Are Your Emails Ruining Your Reputation?
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World War ll veterans heard the warning "Loose lips sink ships." Todays corollary is that loose lips and lengthy clips may limit risks with the SEC regarding disclosures
aboutfinances. Butwordyemailswilldriveyourpotentialbusinessconnectionsandyourcoworkersnuts.

wordy emails, reports, ond proposdls say many things about the author-most ofthem unflattering:

Timid: Theinexperiencedrepeatthemselvesseveral timesindifferentwaysjusttomakesuretheyvemadetheirpoint. youmayhavenoticedthissamehabitwith
beginnjngspeakersorwriters: theytell astorywithagreatpunchline-andthenexplainthepunchlineforfearsomepeopledidn,t,,getit.,,

Indecisive: Wordywriterscan'tdecidewhichdetailsareimportant,sotheydumpall theinformationintoadocument,expectingreaderstofindwhattheyneed
among the weeds.

Careless: Wordywritersseldomedittheirwritingtoeliminatetheunnecessary,expectingreaderstodoitforthemonthereceivingend.

Unproductive: Keying in information from one document to another can be a good substitute for real thinking, analyzing, and drawing insightful conclusions. So for
some people, as long as theyre letting their hands fly across the keyboard, they don't have to engage their brain for more difficult work.

Concise ctncl cledr documents, on the other hand, communicate positive impressions about the author:

Organized: A well-structured document reflects an organized thought process.

Focused: Theabjlitytowriteaclearemail thatsuccinctlysummarizesamessageandeitherrecommendsorstatesaclear,,nextaction,,suggestsafocusedauthor-
someone who can get a job done, on time, within budget, no matter what.

Analytical/Logical: Understandingyouraudienceandthepurposeforyouremailorreportservesasthefoundationfordecidingwhichdetailstoincludeandwhichto
discard. Includingonlytherelevantdetail showsproperjudgment-thatyoucansortthesignificantfromthetrivial.

Precise/AttentivetoDetail: lt'sthe"littlethings"thatsetapartthetopproducersinalmostanyfield-thebestthinkers,themastercommunicators.lustasrytalk
show hosts master the art of asking probing questions, interjecting spontaneous humor, and polishing their body language, these top thinkers understand, for
example,thenuanceddifferencesinavarietyof sentencepatternsandappropriatepunctuationmarks. Attentiontosuchdetail inwritingislikecheckingthe
expiration date on a bottle of medicine.

Write at your own risk. And make it full of rewards.

As d Hdll of Fdme keynote speoker ond bestselling author of 46 books inctuding What MORE Con t Sqy (hftpilbooherreseorch.usg,list-mdnogel ,com/troct</ctick?
u=81 666fc1 84o599e7d421 od033&id=f79o8b4dI 9&e=03f61 co28o) ond Creoting Personol Presence (http://booherreseorch,usg.list-manoge2.com/trdck/click?

u=81 666fc1 84o599e7d421 od033&id=1 06094o8dd&e=13f61 co28o), Dionnd Booher works with orgonizotions to communicqte cledrly ond with leaders to expdnd their influence
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