MEMORANDA:  Netiquette
· You have been asked by McDuff’s Interim Director of Netiquette (Dr. H) for ideas concerning a company Netiquette policy.

· Netiquette, a portmanteau that combines “Net” and “etiquette,” refers to the conventions or policies that regulate appropriate behavior in electronic forms of communication, especially the Internet

· Indiana University puts it quite simply:  Netiquette is the “etiquette of cyberspace” (link below). 
· So think whatever could be related to the McDuff business:  computer usage, e-mail (personal & company), Internet/Web sites, chat rooms, mailing lists, discussion groups, ….

· Type the term “Netiquette” into an Internet search engine, such as Google, Yahoo, Excite, or Lycos.
· Avoid Wikipedia and About
· This search will result in a wealth of examples of various corporate, academic, and government agencies’ policies regarding Netiquette.

· Read at least five (5) different agencies’ Netiquette policies. 
· Then, prepare your own Netiquette policy, 
· Synthesize the information obtained from your research to create your original policy

· Use the appropriate memo template

· Create a list of Netiquette rules appropriate for communication among the McDuff company
· Follow the elements of proper page design
· Consult the book’s guidelines for memoranda
· Define key terms 

· Follow the ABC format
· Abstract
· purpose & what’s to come
· definition of Netiquette
· Body 
· Netiquette ideas
· (define key terms, on 2nd lines)

· Conclusion
· purpose & further contact info
· Below the Conclusion place your “references” list 
· in proper MLA format
· Submit your Netiquette policy in the form of a memorandum addressed to your instructor, McDuff’s Interim Director of Netiquette.
· If you are using the exact words or unique ideas of another person, be sure to CITE your source.
· Include a REFERENCES section in your memo.

· http://www.techterms.com/definition/netiquette
· http://www.businessdictionary.com/definition/netiquette.html
· http://www.indiana.edu/~icy/netiquette.html
Intro�
10�
�
Body/N. Policy�
40�
�
Conclusion�
10�
�
References�
20�
�
Set Up/Headers�
10�
�
Grammar�
10�
�









