
Use professional language.
Avoid jokes.
Do not harass or bully others.
Avoid profanity, incendiary comments, sarcasm, untruths,
or inappropriate language.

#3 · AVOID A “REPLY ALL” MISHAP#3 · AVOID A “REPLY ALL” MISHAP#3 · AVOID A “REPLY ALL” MISHAP
Fill-in the “To” and “CC” lines only when you’re ready to
send your email.
Double check the recipients of your email before you
click send.  
Triple check the “To” and “CC” lines if you’re replying
with confidential or proprietary information.
Password protect files with confidential or  personal
information.
Check to be sure you are attaching the correct file.

an email with a  company attorney or outside
counsel is protected from litigation discovery.
forwarding that email to third parties outside the
business or copying them on your communications
loses the privilege.
do not forward privileged communications without
prior approval from a company attorney or outside
counsel.

#4 · BE CAREFUL WITH PRIVILEGED EMAILS#4 · BE CAREFUL WITH PRIVILEGED EMAILS#4 · BE CAREFUL WITH PRIVILEGED EMAILS

#1 · ANY TYPE OF COMMUNICATION CAN BECOME#1 · ANY TYPE OF COMMUNICATION CAN BECOME#1 · ANY TYPE OF COMMUNICATION CAN BECOME
FUTURE EVIDENCEFUTURE EVIDENCEFUTURE EVIDENCE   

#6 · AVOID EXAGGERATION AND HYPE#6 · AVOID EXAGGERATION AND HYPE#6 · AVOID EXAGGERATION AND HYPE   

Assume unintended recipients will read your emails.
Be extra careful when attaching documents with
confidential or proprietary information. 

THINK BEFORE YOU CLICKTHINK BEFORE YOU CLICKTHINK BEFORE YOU CLICK
“SEND”“SEND”“SEND”

Including emails (plus attachments), texts, instant
messages, and voicemails.
treat them like any other formal communication.
Consider how your words may be interpreted when
examined later on.

#2 · ASSUME YOUR CORRESPONDENCE ISN’T#2 · ASSUME YOUR CORRESPONDENCE ISN’T#2 · ASSUME YOUR CORRESPONDENCE ISN’T
PRIVATEPRIVATEPRIVATE

Speculations, Opinions, assumptions, and guessing can look
like facts when examined later on, for example opinions on
how a product is performing. 
Stick to what you know.
If you aren’t sure, say so. 
Be factual. 

#5 · DON’T GUESS#5 · DON’T GUESS#5 · DON’T GUESS   

Make clear and simple statements.
Avoid USING all caps, abbreviations, or Emojis that
could be later misinterpreted.

#7 · BE PROFESSIONAL#7 · BE PROFESSIONAL#7 · BE PROFESSIONAL

WE ARE RPM AND OUR SUCCESS DEPENDS ON EACH OF US
FOLLOWING THE RIGHT ROUTE AND EMBRACING OUR VALUE OF
168® TO MAKE THE RIGHT DECISIONS.
CONTACT US: COMPLIANCE@RPMINC.COM


