
Hello everyone, 

Today, I'd like to address an important topic: email confidentiality. 

It's crucial to protect sensitive information and ensure that our 

communications remain secure. Here's a simple framework to help us all 

maintain email privacy: 

1. **Clear Subject Lines**: Always use a subject line that does not 

reveal confidential details. 

2. **Limit Recipients**: Only include necessary contacts in the email to 

minimize disclosure. 

3. **Use Encryption**: Utilize encryption tools for emails containing 

sensitive information. 

4. **Attachment Safety**: Ensure attachments do not contain sensitive 

data or use password protection. 

5. **Verify Before Sending**: Double-check recipient addresses to prevent 

accidental sends to unauthorized parties. 

By following these simple guidelines, we can safeguard our communications 

and uphold confidentiality standards. Thank you for your attention and 

commitment to maintaining email security. 

Feel free to reach out if you have questions or need further 

clarification. 


