
NOPQRSTUPVOUTWTQXYPZQUQ[S\]PX]S^Q_OU`QZXP_S[QP\O]PaQQ\PT`Q\]TbTQ`YPXQ\TOZPUQ[QUPQRSTUPTXP\O]PRS\ScQ`PT\PS\d
eSdYPS\`P]_QZQPSZQP\OPVOUTWTQXPZQUS]Q`P]OPUOXXPObPQRSTUPZQWOZ`Xf

gRSTUPVOUTWTQXPSZQPaQT\cP`ZSb]Q`YP]_QZQPTXPcQ\QZSUPSeSZQ\QXXPObP]_QPZOUQXPS\`PZQXVO\XTaTUT]TQXYPS\`PSeSZQ\QXX
ObP]_QP]_ZQS]PObPUOXXPObPQRSTUPZQWOZ`Xf

gRSTUPVOUTWTQXPS``ZQXXPcQ\QZSUPhXQPObPQRSTUPO\UdYPZQUQ[S\]PX]S^Q_OU`QZXiPT\WUh`T\cP]_QPjkliPmQWOZ`X
nS\ScQZXiPS\`PoQ\QZSUPjOh\XQUiP_S[QPaQQ\PT`Q\]TbTQ`YPZOUQXPS\`PZQXVO\XTaTUT]TQXPbOZPQRSTUPRS\ScQRQ\]P_S[Q
aQQ\P`QbT\Q`YPS\`P]_QZQPTXPS\PSeSZQ\QXXPObP]_QP]_ZQS]PObPUOXXPObPQRSTUPZQWOZ`Xf

gRSTUPVOUTWTQXP_S[QPaQQ\P`Q[QUOVQ`PS\`P`TXXQRT\S]Q`YPX]S^Q_OU`QZXPT\WUh`T\cP]_QPjkliPmQWOZ`XPnS\ScQZXi

FGHGIJKLMNJOKLPJQJRGNGQSLTGUVISOQRLWVILXYZ[

\]T]LO^LIG_`OIOQRLFGHGIJKLJRGQaOG^LSVLIGUVISLVQLSbGOILGNJOKLNJQJRGNGQSLOQLJaaVIHJQaGLcOSbLSbGLdVOQSKeLO^^`GH
fPgh\]T]LMNONPQOPRSTUVWOXVOYRZV[TW\]R^QWV[YQUVR_M`ab`acdiLcbOabL^SJSG^jL

eV\VWNfRNPVO[QV]RgQffRXNONPVRhTYiRjVWXNOVOYRNO\RYVXjTWNWkRVXNQfRWV[TW\]RQORNORN[[V]]QhfVRVfV[YWTOQ[RlTWXNY
hkR^V[VXhVWRmanRboapq

kbGLIGUVISOQRLUGIOVHLlGRJQLVQLmJQ`JIeLniLXYZoiLJQHLIGUVIS^LJIGLH`GLlJapLSVL\]T]LQVLKJSGILSbJQLPJIabLZoiLXYZoq

rQL]UIOKLXYZ[iL\]T]LIGKGJ^GHLSbGRrWQYVWQNRlTWRMNONPQOPRsXNQfRZV[TW\]RQORrTXjfQNO[VRgQYiRYiVRMNONPQOP
STUVWOXVOYRZV[TW\]R^QWV[YQUVR_M`ab`acdiLcbOabL^eQSbG^OzG^LGNJOKLIGaVIH^LNJQJRGNGQSLIG_`OIGNGQS^LWIVNLSbG
FGHGIJKLTGaVIH^L]aSiL{VHGLVWLFGHGIJKLTGR`KJSOVQ^iLJQHLG|O^SOQRL\]T]LR`OHJQaGqLrQLSbO^LHVa`NGQSiL\]T]
HGWOQG^L^`aaG^^W`KLGNJOKLNJQJRGNGQSLJ^LbJ}OQRLUVKOaOG^LJQHL^ê SGN^LOQLUKJaGLSVLGQ^`IGLSbJSLGNJOKLIGaVIH^LaJQ
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/5.  SKGJ^GLGQSGILeV`ILaVQSJaSLOQWVINJSOVQLlGKVcq
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UOaP[T]UQq
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jORVO\Q\]PrcQ\WdIlbbTWQI5hZQShq
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JaIV^^LSbGLRV}GIQNGQSq
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Score of 0 to 1.9 = High Risk - of not managing email effectively 
Score of 2 to 2.9 = Moderate Risk - of not managing email effectively 
Score of 3 to 4 = Low Risk - of not managing email effectively 
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