
Remember, Computer Files & E-Mails Live 
On Long After You Hit the “Delete” Key & 
Are Routinely Subpoenaed in the Courts
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• Never Write Discriminatory or Offensive 
Comments

• Don’t Forward Off-Color or Ethnic Humor, 
Even If You Don’t Think the Receiver Will 
Be Offended

• Think Twice Before Hitting 
“Save” or “Send”
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