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AHERN Tip of the Month (continued)

4. Failing to Attach Referenced Documents  
to Emails  
Do not forget to attach referenced documents to emails. 

Although this is a common oversight, if it happens often, 

it can appear neglectful. This can be a time consuming 

error for both the sender and the recipient. It often 

entails the recipient having to send an additional email 

advising of the oversight and requires a supplementary 

message from the sender acknowledging the mistake and 

including the omitted attachment. Consider attaching 

the relevant document before typing an email so that 

it is not disregarded. To avoid confusion and a possible 

confidentiality compromise, verify that the correct and 

most current version of document is attached.

5. ��Using Vague Subject Lines on Emails Messages 

Using ambiguous subject lines, or failing to use subject 

lines at all, could result in the email not being opened. 

Utilizing a clear and concise subject line allows the reader 

to identify the topic, and perhaps, determine whether or 

not the message is urgent. Having an appropriate subject 

line in the initial communication is beneficial to the sender 

and recipients throughout the existence of the project or 

case. It allows all parties to easily search and identify emails 

specific to the matter at hand. Additionally, use the subject 

line to inform the recipient if your message is attorney/

client or work product privileged, and that it should not be 

forwarded.
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