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Confidential Health Inforrmation May Be Enclosed. Health Care Information is personal and
sensitive information related to a person’s heailth care. itis being faxed to you after appropriate
authorization from the patient or under circumstances that DO NOT require patient
authorization. You, the recipient, are obligated to maintain it in a safe, secure and confidential
manner. Re-disclosures without additional patient consenht or as permitted by Jaw is
prohibited. Unauthorized re-disclosure or failtre to maintain confidentiality could subject you to
penalties in federal and state law.

The information provided is hot meant to be a substitute for the full text of the Plan document. If
there are differences between the information provided and the Plan document, the Plan
document will govern.

The information contained in this fax transmission is intended only for the personal and
confidential use of the designated recipients named above. If the reader of this fax transmission
is not the intended recipient or an agent responsible for delivering it to the intended recipient,
you are hereby notified that you have received this communication in error, and that any review,
dissemination, distribution, or copying of this fax transmission is strictly prohibited. If you have
recejved this cormmunication in efror, please notify us immediately at 1-800-474-8673.
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Email still represents one of the main forms of communication, both personally and professionally. Likewise, it continues
to be one of the top targets of cybercriminals. While keeping your inbox safe requires staying alert for warning signs of
phishing attempts, another Key aspect Is belng aware of the tone and format you use when composing messages. Here
are a few email etiquette practices that can benefit every person at every level of an organization:

One subfect - one emuall

Always include a clear subject line in your email and stick to that subject in the body of your message. Less is often
better when it comes to email correspondence.

Be conslderote of ettachments and finks

In general, attachments and links are something that all users should be wary of. If you do need to send a file or
share a link, let the recipient know that it is safe by communicating with them via another channel. For links, your
organization might even use a special "secret code” within the text to indicate a link is safe to click. Example: link {SL}
where SL means "safe link".

HAvold using ol cops

There is almost never a need to write in all capitals to get your message across. The equivalent of “yelling” in
text, it comes across as rude and aggressive. if you feel the need to place emphasis on something in your email,
consider using italics, underlining, or bold your text.

Don't po overbourd with color and fonts

When you see an email using hot pink Comic Sans do you inwardly groan? When sending a professional email,
use a single, professional, legible font. Color can be used sparingly as emphasis when necessary.

Dor't send emails when emotionally compromised

If you feel like sending an angry email...don't. If you truly need to send an email to resclve a frustrating
problem, have somegne outside of the situation proofread the email first.

Be frupol with the reply ofl feature

Only people who are relevant to the email thread shouid be included because when multiple replies
occur, the thread can get cenfusing. This is also another vulnerability a criminal hacker can use if they
have access to a compromised email account.

Be aware of your tone

Text does not always come across as it is intended. Emails can cften appear terse when they are not
meant to be. Be sure to use your manners when making requests; & please and thank you are all that
is needed to lighten the tone of an email. Also, be careful when using humor in emails; text often
does not relay the appropriate delivery of jokes and they can sometimes be misinterpreted. if your
organization allows it, emojis can help in those situations.

EBroofreod

Take a few moments before clicking that send button to review your email. Spelling and grammar
mistakes are often key indicators of a phishing email, sc you should strive tc have as accurate a
message as possible. It also gives you a chance to hone the message and remove anything thatis
unclear, adjust your tone, and ensure that attachments are indeed attached. Finally, double-check
the recipient list just to be sure the correct person is being contacted.

As always, follow organization guidelines for composing email correspondence,
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