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Task A1
Provide three reasons explaining why is it important to respect others when you send e-mails.

	










Task A2
Explain why it is important not to respond to spam messages. 
(Provide a minimum of three reasons)

	Spam messages should not be responded because: 









Task A3
List three common problems along with their answers that could occur while using emails, for the FAQ section. 

	








Task A4
Provide two instances when BCC and CC are used. 

	











Task A5
Explain why, how and when to archive messages.

	









Task C5
Use your personal experience, and use internet search tool to provide guidelines for using attachments in e-mails.

	









