Communications: email and meetings
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Email: Sender

Bad:

* From: apetrov@gmail.com

* From: AP apetrov@gmail.com

* From: Apetrov apetrov@gmail.com

* From: Megatron apetrov@gmail.com

Good:
* From: Alexey Petrov <apetrov@gmail.com>
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Email: Recipients

« TO: People from whom you expect some actions or at least
reading your email till the end ©

e CC: Usually just to keep them informed

« BCC: Rare cases
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Email: what will be recipients interested In?
1.What is this all about?
2.What is required from me?
3.Is it important?

4.1s it urgent?
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Email: Summary

Bad Examples:

“We have problems. Please, heeeeelp!!!” — no clear message

- Please, update users_guide.pdf, upgrade guide.pdf, getting_started.pdf,
troubleshooting.pdf,.... on http://www.microsoft.com/office/2013/documentation

-too long

- Qutdated documentation - keywords to search by missing

« “Office2013” — again no clear message

Suggested Formula: [Tag/Keyword] Action + Timeline

Good Example:
« “[Office2013] Update documentation on website by Nov, 22”
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Email: Tags & Flags

Tags:

Widely used:

* AR = Action required

*  (JFYI = (Just) for your information

* Urgent!!!

« ASAP = as soon as possible

You can create your own tags and agree with your team. Ex: [Attn] = Attention

Outlook flags
* high importance
* low importance

I Don’t use too often People won’t reed 100 urgent emails per day.
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Email: Body

Keep it short if possible

If it IS not possible:
« Put important information in the beginning,
other — end or links
» Use subtitles

| WWW: Who + What + When

Keep it simple
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Email: Highlight & visualize

* Numbering

» Bullets

* Color Formatting

* Pictures/screenshots
* Graphs

* Tables
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JloOperii neHs CraHucias! -
CTyIeHTH 110 HanparieHAIO KpunTorpadns ecTe!!! - 2 genopeka. B 1aHHENT MOMEHT OHH 0(pOpMIAIOT
|| aHKeTEHIL, 1 Bam HX oTIpaBmio, Kak OyIyT TOTOBEL i
Ot Bac, Kak H 0T BceX KypaTopoB, TpeOyeTcs yJacTHE B POIECCE PEIIEHUA CTYICHTAMH 34134,
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From: [Ixanmc 'ocnnHr
To: KomaHae CaHJ1963
Subject: A nposen uccrnenosaHue

Bcem npuser,
Ha aTuX BbIXOOHbIX S NOTPAaTUN KOe-Kakoe BPeMS, MblTadCb MOAHATb
nponssoanTenbHoCcTb Moaynsa C. MHe aTo He yaanock. OgHako, s npoyen

XOPOLUYI CTaTbio NO TOMY, Kak ynydwaTtb Npon3BoANTENIbHOCTL Java
NPUNOXEeHUN .

Ynau,

[1>Xxonmc.
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Kenc Ne2

From: Toag HunbceH
To: KomaHge noyToBbIX CEPBUCOB
Subject: [TpnwinuTe cnangbl 4na gemo

[TapHu, NpmBeT,

Haw BuLe-npe3naeHT no copTy Xo4eT, YTOObl Mbl eMy NMokasanu A4emMo
TOro, YTOo Mbl cAenanu 3a nocneaHui keaptan. A xoten 6bl Bac
NnonpocuTb NpUcnaTb MHe cnarabl TOro, YTo Bbl caenanu 3a
nocrnegHue Tpu Mecsua.

Cnacunbo,

Topn.
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Kenc Ne3

From: JTappu 3nnucoH

To: KomaHpge O15

Subject: MHe Hy)XeH Ball OTBET A0 7 MapTa

MpuBserT,

Ha npoluealumx BeIXOOHbIX S MPOBEST Koe-Kakoe BpeMsi, NbITasACb yNyyLlnTb Npom3BognTenibHoCTb Moayns C. MHe ato
He

yoanocb. OpgHako, g cgenan Apyron NpoToTUN 3TOr0 MOAYNSA, KOTOPbIA OKa3anca B [Ba pasa bbicTpee. A Takke
npoBepun ero Ha Hawunx 6eHymapkax. Ha nepeBomM OH nokasan ckopocTb B 1.8 Bbille, YeM TO, YTO Mbl UMENN B penunse
3.2. Ha BTOpoM BeHYMapke OH oka3arcs elle bbicTpee — B 2.3 pasa no cpaBHeHue ¢ penuadom 3.3 Ha BuHAax. [lymato,
YTO NPOAYKTU3ALMSA STOro NPOTOTMMNA U BKIHOYEHUE €ro B NPOAYKT CUIbHO NOAHUMET O6LLYI0 NPON3BOAUTENBHOCTb.
Moe nccnenoBaHue nokasarno, YTO BO BPEMEHU NPOroHa BCEro NPUITOXeHUS Bpems nporoHa moayns C cocraenser
okono 50%.. OTO 3HaA4YUT, YTO 2-KpaTHOE YCKOpeHMe 3TOro Moayns, gact 25% npupocT NpoM3BOAUTENBHOCTU BCErO
NpUNoXeHus. A ecrnv NpUHATL BO BHMMaHWe TpeboBaHne knneHTa ObiTh B 1.1 pa3 bbicTpee npeabiayLlero penmaa,
ronarato, 4To 3TOT BapuaHT ByaeT 04YeHb MHTepeCHbIM. A yxe o6cyaun 3Ty BO3MOXHOCTb C HaLLIMMK MPOLYKTOBbIM
MEHEPKMEHTOM — OHUM FOBOPSAT, YTO ecnu Bce ByaeT 4eNCTBUTENBHO Tak, Kak s rOBOPUIT, TO OHW rOTOBbI 06aBUTb HaM
OOHY Hegento K otnycky. © OgHako, y MeHsi eCTb KOe-kakne COMHeHus. [lepBoe KacaeTcs apxXUTekTypbl. S He BMOSHe
3HaKoM C obLLen apxMTeKkTypon npoaykTa. [1oaToMy 9 He MOry YeTKO OLEHUTb BPEMS HA MHTErpaLmio 4aHHOIo
npoToTuna. 3TO MOXET 3aHATb OT ABYX AHEWN 0 OBYX MecsAueB. Xopollas e HOBOCTb COCTOMT B TOM, YTO Bbl, MApHM ,
3HaKOMbI C apXMTEKTYPOWN NpoAyKTa ropasno nyywe. Ecnu 6bl Bbl CMOMMM NOTPaTUTb NONAHSA HA TO, YTOObI N3y4nTb KOA
npototmna (s nonoxwun ero B /home/ellison/c_proto) — 310 6b1510 661 O4EHb 300POBO, MMXO0. Mbl cenvac nmeem ele
TPU OHSA 0O OKOHYaHWs dhasbl NPOTOTUNMPOBaHUSA. He Mornu 66l Bbl NOCMOTPETHL Ha NpoToTun moayna C n gaTe Baww

oTBeT B ntobon ynobHon ona sac opme. byay oueHb bnarogapeH, ecnu Bbl NpULLNETE Balle MHEHWE 0 KOHLUA AHA 7-
ro

MapTa.
Cnacub6o,
JTappw.
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Kenc Ne4

Subject: ProjectA: Update N: Finish: 16:00
[MpuBerT,

Y Hac eCTb HEKOTOPOE KONMUYECTBO KOMUTOB, YTO Mbl AOSTKHbI caenatb B Angent N
nontobac, NO3TOMY, eCfin Yy Bac eCTb Takom NontodacoBCKUA KOMMUT, TO OH AOSKEH ObITb
caenaH go 16:00 (yBegomumB MeHsi criepa) B 16:00 mbl cTonum Bce 1 cobupaem
domHanbHbIn 6ung. Bece. 3aBTpa Bpems Y ;)

M.C.

Q: byoet nn Angent N+17?

A. Het

Q: byget nn Angent N XoTtdmkce 1

A. Ecnv Bbinyctum nnoxon angent N.
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Kenc Ne5

Subject: [Attn] ProjectB status meeting 2013-11-15

Colleagues!

We have dedicated more than 4 months to ProjectB development and testing and now we are at the finish line: only 1
month remains before of RTM.

HUwonb | ABrycr ’ CeHTabpb I OkTabpb l Hoabpb ’ Hekabpb
nu|l 8 18]25| [2] 9 |16/23/30
BT|2 9 19 26| 3 10|17 24 31
cp|3 10 4 11|18 25
ur |4 11 19 26
nr|5 12 _ ) 120 27
€86/13(20/27| |3/10(17124/31| |7/14/21/28| |5/12(19/26| |2/ 9 |16/23|30| |7/14/21/28
Bc|714 21 28 (4111825 |18152229 [6132027 |3101724 |18 15 22 29

Here plan what we will do next:
22 of November we will go to RTM branch
29 of November we are going to declare Code Freeze

2 next weeks until RTM date 13 of December we will gather coverage over RTM candidate build (N.B. during this
period only extra-critical issues should go to SVN)

Team, please concentrate your efforts on achieving RTM date!
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Kenc Ne6

Subject: Project C.X Timeline
Hello,

we successfully prepared first build of ProjectC Update X and opened commits into Project_C_X branch.
if you plan to participate in the update, please, use our timeline.

Mllestone

- start RC autoregressmn start RTM autoregressmn
Auto QA cycle cycle

No blockers 0 bugs 0 bugs
All features are All features are

developed, tested and developed, tested and  All features are developed, tested
and Docs mostly documented. documented. and documented.

If you are not familiar with Project C milestone definitions you can review them at
http://docsstorage.parallels.com/docs/projectC/milestones_definition.pdf

Period between RTM and GA is stage of ‘monitored update’ where we install a update on selected
productions/labs/demosets.

GA is milestone when update is public and can be installed on all productions.

Release branch is RTM is deployed on Demo sites,
created with enforced Customer Labs and selected Build is can be used for all
change control production systems. customers.
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http://docsstorage.parallels.com/docs/projectC/milestones_definition.pdf

Email: Signature

Name
Title & project & company
Contacts: skype, phone, etc

Use corporate style
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Best regards,
L Stanislav Protasov,
| VD Team

| | internal: 70638
oT

mobile: 479167434994
skype: stanislav. protasov Ornpasneno: Monday, November 17, 2014 4:28 PM

| Komv: Stanislav Protasov (VDI
- 1 1] 4

anneeny

PA { A Marina Lol &
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Email: Your emall can be forwarded
« Use appropriate language (English?)

* Be polite ©
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Email: Spell-checker

e Just use it!
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Email: reply rules

Reply All — and double check the list ©

Use guotes if you plan to answer to some certain question or
comment some statement — make a quote

Insert [YourName] in the beginning of each paragraph

Do NOT silently skip questions if you don’t have answers right now
Example:

>1. Has customer bought new nodes?

[Anna *] Yes

>2. Have they installed our product versionN?

[Anna *] Not yet, they currently have versionN-1 and upgrade to version N is
planned on Monday

>3. Do they have any problems?

[Anna *] There were no any escalations/tickets yet. | will clarify directly with
MisterX and let you know by tomorrow evening.
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Meeting rules: Prepare

1. Attendees
- who is mandatory and who is optional

2. Scheduling
- Use shared calendars of participants
- Book aroom
- Make a recurring meeting if necessary

3. Agenda
- Issues to discuss
- what should be prepared by participants
- expected output of the meeting

4. Preparation
- what do YOU want?
- what questions can YOU be asked?

|| Parallels




Meeting rules: Moderate & get results

1. Moderation
- Facilitator
- Time keeper
- Recorder

2. Follow ups
- What
- Who
- When
I Send them as a reply to all attendees, even those who haven't

come

3. Hints
- For recurring meetings start from reviewing previous
meeting follow ups
- Make photo of the board and send it together with follow ups
- Set your working hours in your calendar
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