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Document 1: E-mail Memo to College Faculty on How to Avoid E-mail Viruses 


The following document shows a memo sent to college faculty on how to avoid e-mail viruses. Notice how the document uses simple language and does not become too technical. The bulleted list can help the readers review the guidelines periodically without reading the entire document. 
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Subjecti | Emal Yruses and How to Avoid Them

E-mail Viruses and How to Avoid Them
‘We have a big problem with e-mail viuses on campus. E-mail viruses can cause serious damage to your computer,

Most &-mailviruses arive in our inbos as aftachments to an e-mail message. Attaching the fles to an e-mail message i a very
efective way 10 transmit the vius to athers

Typically the e-mail message has an interesting subject ine that encourages us to read the cortents. ~The contents will then instruct

us o open the attachment in order to see samething humaraus or eratic. In most cases, all we have to do to get infected vith the virus
is open the attachment

To minimize the risk of having your computer nfectad by an e-mail virus. Norton Antivirus suggests you take thess precautions:

Do not open e-mail messages fiom unknown sources and dslete themn to avoid possible infectin.

If you receive an e-mail message with an attachment from a known source and you were not expecting it verfy that the emil
is legitimate,

Do not open e-mailattachments with the fle extensians.exe or .com...

Turn offthe option to launch or execute a program afer receiing e-mail

Never run an _exe flle youve just received withou first running it thiough an, updated antivirus software.

Make sure that you have  curtent version of antiirus software that is updated continuously by the cormpany.

Following these simple steps will help you avoid infcting your computer with e-mail vinuses.
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