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Rule 1: 
Remember the 
Human 

When communicating electronically practice 
the Golden Rule: Do unto others as you 
would have others do unto you. Remember, 
your written words are read by real people, 
all deserving of respectful communication. 
Before you press <<send>> or <<submit >> 
ask yourself, <<Would I be okay with this if 
someone else had written it? >> 

Rule 4: Respect 
other people’s 
time and 
bandwidth 

Electronic communication takes time. Most 
people today lead busy lives, just like you do, 
and don’t have time to read or respond to 
frivolous emails or discussion posts. Make 
your written communication meaningful and 
to the point, without extraneous text or 
superfluous graphics or attachments that 
may take forever to download. 

Rule 10: Be 
forgiving of 
other people’s 
mistakes 

Not everyone has the same amount of 
experience working in the virtual world. At 
some point, you will see a stupid question, 
read an unnecessarily long response, or 
encounter misspelled words; when this 
happens, practice kindness and forgiveness. 

Rule 5: Make 
yourself look 
good online 

• Always check for spelling and grammar 
errors 

•  Know what you’re talking about and 
state it clearly 

• Be pleasant and polite 

Rule 8: Respect 
other people’s 
privacy 

Just as you expect others to respect your 
privacy, so should you respect the privacy of 
others . Be sure to err on the side of caution 
when deciding to discuss or not to discuss 
virtual communication. 
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