Email search Checklist
	Pass
	Merit
	Distinction

	Send, Receive, Reply and forward Email
	Send, Receive, Reply and forward Email
	Send, Receive, Reply and forward Email

	
	Messages will contain appropriate language and subject matter
	Messages will contain appropriate language and subject matter

	Attach a document
	Documents will be sent with multiple attachments
	Documents will be sent with multiple attachments

	Save an Attachment to their area
	

	Send to multiple recipients 
	Send to multiple recipients using CC
	Send to multiple recipients using CC and BCC

	
	Set the importance of messages
	Set the importance of messages

	
	
	Use Email signature

	Briefly discuss the risk of attachments
	Summarise the risk of attachments
	Discuss the risk of attachments and actions which could be taken to reduce the risk


