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Words and pictures for the
next edition are due 

December 15th, 2006
 

Large format jpgs are preferred
for pictures. 

Email submissions to:
peripheralgroup@shaw.ca

Here we are after another suc-
cessful National Convention. 
Thanks are in order for the great 
hospitality and times to the St. 
John’s club. It was a great time 
indeed. 

As Director of Communications 
and the person responsible for 
the Progression, questions were 
asked to me at the convention 
regarding aspects of the news-
letter. I thought I would take this 
time to further explain some of 
the questions regarding the Pro-
gression. 

One of the questions was relat-
ed to acquiring a hard copy of 
the Progression and would it be 
possible to provide them to fel-
low members if requested? 

Cost is the major factor in not 
providing a hard copy to each 
member as was done in the past. 
Printing and mailing costs for 
the Progression were in excess 
of $10,000 per year and did not 
refl ect the true cost as part of 
the printing costs were donated. 
The publication was being done 
electronically and the ease of 
getting this format to the mem-
bers through e-mail as well as 
providing it on the web site were 
also factors in the decision. The 
Progression is now being pro-
vided to each club president and 
once it is posted on the web site, 
a link to the publication is pro-
vided to each member. If a mem-
ber desires a hard copy, please 
contact your president and ask 

them to print one for you if you 
are unable to print one yourself. 
Further, if a club desires profes-
sionally printed copies of the 
Progression, please contact me 
and I can send the original fi le 
that can then be forwarded to a 
commercial printer. 

The Progression is diffi cult to 
read on screen. Can it be for-
matted for ease of reading on 
screen? 

The Progression is designed to 
be read as a hard copy and thus 
the format of the newsletter. 
The Progression posted on the 
web site is meant to be read on 
screen and is formatted for that 
purpose. If a member does not 
wish to print out the newsletter, 
they have the option of going to 
the Progress web site and read-
ing it on line once it has been 
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posted. You do not need to log 
into MCS to have access to the 
newsletter on line. 

In the past, the Director of Com-
munications has acted as the 
editor and publisher of the Pro-
gression. The task of laying out 
and publishing the Progression 
can be daunting and is probably 
the factor when someone com-
siders running for the position 

continued from page 2
of Director of Communications. 
As my term is up in 2007, the 
search is on for a replacement. 
But wait - a twist – Sharon Ward 
and myself have volunteered to 
lay out and publish the newslet-
ter which leaves the Director of 
Communications as the editor 
along with their other duties in 
that position. The editor would 
be responsible for gathering all 
of the articles and photos from 
the clubs, editing and forward-

ing them to either Sharon or my-
self. I am also looking for other 
members who may be familiar 
with Adobe InDesign and the 
Creative Suites and who would 
be interested in assisting with 
the layout of the Progression. If 
you are interested or would like 
further information, please con-
tact me.

Gary Nakamura
Editor The Progression

DO YOU WANT TO BE 
CREATIVE WITHOUT ALL OF 

THE TECHNICAL STUFF? 

CONSIDER RUNNING 
FOR

DIRECTOR OF 
COMMUNICATIONS 

in 2007

Contact Gary Nakamura
for more details

peripheralgroup@shaw.ca
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them across the lake and back.  
This event was featured on the 
evening news on all our major 
television stations.

The third was to have a family 
event and this goal was more 
than met.  Whole families from 
small children in strollers to 
grandmas and grandpas watched 
the entire event and laughed and 
shared their opinions on who 
had the best design.  Part of the 
fun was seeing the costumes and 
reading the team names.  

We can’t thank John Nunn, Ken 
Thorhaug and the rest of the 
Greater Vancouver Club enough.  
They not only let us use their 
idea, but they also gave us im-
measurable help, providing cop-
ies of their detailed information, 
work lists, event and committee 
structure etc.  This was truly in 

continued from page 1

the best spirit of Progress and it 
all started over a drink at con-
vention!

This will continue to be a large 
fundraiser for our club (we plan 
to raise $30,000 to $40,000 next 
year) and more importantly for 
the two charities that benefi t from 
the proceeds. We will continue to 
raise the profi le of Progress and 
are currently working with the 
Canada Day committee to move 
this event to that day.  Hmmm – a 
Canadian Progress Club event 
on Canada Day – not too hard to 
understand.

This event is unique and fun and 
could easily be run in every city 
that Progress is in.  Your club 
could probably do it on Canada 
Day – how’s that for all Canadian 
CPC event?

Think about it and if you have 

any questions or want any help 
you can contact me or start by 
viewing the video on our web-
site; www.reginaprogress.com

Yours in Progress Matey! 

Mauro Montanini                                                                                           
Plywood Cup Chair                    
Regina Centre
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Greetings to my fellow Progres-
sians, and to all potential mem-
bers of Progress that have found 
their way to our National web-
site. 

2006 was an excellent year for 
Progress with a net increase in 
membership of 14%. The or-
ganization has established a 
strategic plan focused on three 
key results areas of increasing 
the profi le of Progress, increas-
ing membership and increasing 
member retention. Through the 
aligned efforts of all Progres-
sians and the strong leadership 
of our club Presidents, Zone and 
Regional Executives and the Na-
tional Board, we are well on our 
way to renewal of the organiza-
tion. I am confi dent our growth 
last year is the start of a longer 
term trend as many Canadi-
ans seek to join an enthusiastic 
group, committed to providing a 
helping hand to those in need in 
our society.

Congratulations to the St. John’s 
club members who hosted a very 
successful National Convention 
last September. Their innova-
tive launch of a run in support of 
our national charitable founda-
tion raised an addition $12,000 
for our current campaign in sup-
port of Special Olympics. We 
also welcomed our newest club, 
the Silks, into Progress and look 
forward to the energy and enthu-
siasm they bring to our Alberta 
North Zone.  In addition to the 
education and fellowship at this 
years Convention, many had the 
chance to take in the warm hos-
pitality and the incredible beau-
ty of the eastern reaches of our 
country. We leave with found 
memories, new friendships and 
look forward to next year’s con-
vention in Niagara Falls.

On return from Newfoundland, 
I had the opportunity to visit our 
newly established National Of-
fi ce in Toronto. Your board has 
launched efforts to complete 
the furnishing of the offi ce this 
year, and to establish this as a 
viable location for Regional 
and National Board meetings. 
The Central Region held their 
November board meeting at the 
National offi ce, and has volun-
teered to provide the labour for 
further provisioning the Nation-
al offi ce. We will launch its full 
operation with an open house 
on January 26th, in conjunction 

with the winter National Board 
meeting. Steps are also under-
way to increase the responsive-
ness and quality of our operating 
procedures within the National 
offi ce. 

Since the Convention in Septem-
ber, your board has met twice 
and have developed individual 
goals and action plans aligned 
with the strategic plan. Board 
member goals will be posted to 
the member services section of 
the National website for mem-
ber review. We continue our fo-
cus on implementing a National 
marketing program, chartering 
new clubs and strengthening the 
operations of existing clubs and 
zones within Canada. I look for-
ward to meeting with each club 
over the coming year and call 
on each of you to demonstrate 
through leadership your pride in 
being a Canadian.

Yours in Progress

Terry Clarke
National President
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Calgary North Welcomes Four New Members

Calary North Members with National President Terry Clarke

Calgary North had the privilege 
of welcoming 4 new members 
on October 5th, 2006. Brian 
Hearn hails from Halifax, while 
Newfoundland has added to 
the club membership in Brad 
Marche, Nick Montevecchi, and 
Curtis Foley. Eastern Canada is 
now well represented in Calgary 

North. 

Sponsored 
by Past 
Na t iona l 
President 
Bob Lock-
hart, the 
inductions 
were per-
formed by 
Na t iona l 
President 

Terry Clarke. 
Also in attendance were Past 
National Presidents Wolfgang 
Juchem and Al Gordon,  a jet 
lagged Wayne Bamford from 
Calgary Downtown, Ailene 
Lockhart and Jeanette Fire-
man from the Calgary Eves and 
Myra Skerret, Jenn Hameluck 
and Ashley Kurkowski  from 

Calgary Wild Rose.  A sincere 
“Thank You” to all of our guests 
who took time out of their very 
busy schedules to attend this in-
duction ceremony.

Calgary North President Bill 
Brown has said that it these 
young men are a tremendous 
addition and will bring more en-
thusiasm to an already dynamic 
club.

To Brad, Brian, Curtis and Nick, 
we proudly welcome you to our 
club!!

Submitted by                       
Jody Fireman
Calgary North

National President Terry Clarke 
Welcomes Nick Montevecchi, Curtis 
Foley, Brad Marche and Brian Hearn
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CPCF Report

Report from CPCF Chair

Greetings from the 
Foundation!  

It seems like just yesterday 
that we were all gathered in St. 
John’s at convention.  What a 
great time it was!  Thank you 
to the St. John’s members and 
their volunteers for not only 
putting on a fabulous conven-
tion, but for creating, organizing 
and implementing the Run For 
Fun in support of CPCF.  The 
Club reports that approximately 
$12,000 was raised in this in-
augural event by the pledges 
obtained from the participating 
Progress members.  Fantastic!!  
We look forward to working 
with the Brampton Club to con-
tinue this great event.

As with every year, the Founda-
tion Board must say goodbye to 
Governors whose terms have 
expired.  This year, four Gov-
ernors who have contributed a 
combined 30+ years of service 
on the Foundation – have more 
than fulfi lled their commitment.   
We gratefully thank Janey Da-
vies, John Nunn, Margaret 
French and Bruce Mansour for 
their years of dedication and 
tireless efforts.  They will be 
missed by all on the Founda-
tion.    

The incoming CPCF Board has 
many faces new to the Founda-
tion, but very familiar to Prog-

ress.  We welcome incoming 
Governors CJ MacMullin and 
Dave Edgecombe from the East-
ern Region; Larry Fenske and 
Mal Simms from Central Re-
gion; Dean Muma from Great 
Plains Region; and Ron Lloyd 
and Chris Moffatt from Western 
Region.

Among the many objectives for 
the Foundation in the upcoming 
year are: formalizing the admin-
istrative process of the Founda-
tion’s fi rst fund; working with 
Special Olympics Canada in 
the development of the second 
major fundraising project; and 
increased utilization of the Na-
tional website for the distribu-
tion of CPCF information.   
    
The individual members of each 
Canadian Progress Club and 
their Clubs directly contribute 
a substantial amount of money 
to the Foundation and generate 
additional contribution through 
their fundraising activities.  The 
Governors, which each Region 
has elected, are your representa-
tives in regards to Foundation 
operations.  Please take the op-
portunity to provide them with 
your feedback – tell us what 
things we are doing well and 
what things we can improve 
upon.  All the Governors are 
listed on the National website 
and we look to your feedback to 
us.  

Also, look forward to the acti-
vation of the CPCF link on the 
National website in the near 
future.  We will endeavour to 
provide both general informa-
tion and timely updates on the 
Foundation.

Yours for Progress,

Brian Spilchen
CPCF Chair
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Every month, 42,800 Nova Sco-
tians struggle with the anguish 
of hunger and rely on the help of 
food banks to feed themselves 
and their families.  The Metro 
Food Bank Society was founded 
in June 1984 as an emergency 
food relief program to assist 
churches and social agencies 
that were experiencing increas-
ing demands for help with food 
in Metro Halifax. The Society 
took on the responsibilities of 
soliciting food and monetary 
donations, allowing agencies 
to focus their efforts on making 
permanent changes in the lives 
of their clients by helping them 
to better their fi nancial situa-
tions and move out of food bank 
lines. 

In 1989, the Board of Directors 
set a goal for the Society to close 
its doors by December 31, 1994. 
The Board was optimistic that 
food bank usage would even-

t u a l l y 
d i m i n -
ish when 
econom-
ic con-
d i t i o n s 
in Nova 
S c o -
tia im-
proved. 
U n f o r -
tunately, 
this nev-
er hap-
p e n e d . 

Since then, the number of food 
bank clients has more than dou-
bled and problems of poverty 
continue to worsen. 

In 2002, the Metro Food Bank 
Society expanded its role to help 
food relief programs all across 
the province. It was at this time 
that the Society changed its legal 
name to the Metro Food Bank 
Society~Nova Sco-
tia. To better refl ect 
its provincial role, 
in March 2005, the 
Society changed its 
legal name to FEED 
NOVA SCOTIA. 

Today, FEED NOVA 
SCOTIA is the cen-
tral collection and 
distribution cen-
tre for food banks 
and meal programs 
across the province 

and serves thousands of people 
each month.

Each year, FEED NOVA SCO-
TIA hosts Canstruction®, a 
community event that helps 
fi ght hunger in a way that is 
entertaining, fun, and a remark-
able display of the talent in our 
community. CPC-H has assisted 
the Canstruction® event for a 
number of years now, providing 
the manpower the evening be-
fore the event to unload tractor 
trailer trucks fi lled with pallets 
of canned food to be used in the 
event the next day. 
   
Now you might be wondering 
what exactly is Canstruction®?
Canstruction®:
o combines the com-
petitive spirit of a design/build 
competition with a unique way 
to help feed hungry people; 
o competing teams show-

Pat Forbes, Ken Robinson, Joe Perrault, unknown FeedNS guy, 
Geoff Ralph, John Legatto, Chris Yonke, and Tony Mancini.

cont. page 9
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case their talents by creating ex-
traordinary sculptures entirely 
out of canned foods; 
o a great way to build 
teamwork and spirit. 
Teams of designers, architects 
and engineers create extraordi-
nary structures entirely out of 
canned food. Teams create these 
fantastic structures using only 
canned food materials. Seeming 
to defy gravity, they are com-
pletely self-supporting, with no 
framework or other structural 
supports.

The exhibits were on display at 
Halifax Shopping Centre, Mic 
Mac Mall, Sunnyside Mall and 
St. Francis Xavier University in 
Antigonish for three days. They 
were judged by a panel of peers, 
and the winning sculptures go 
on to international competition 
where they are compared with 
the best from 50 other cities 
across North America.

All the canned foods 
from the local event 
go to FEED NOVA 
SCOTIA. In 2005, 
19,424 kg of food was 
donated to support the 
effort to fi ght hunger 
across the province.

CPC-H is proud to be 
able to “lend a hand” 
in support of this 
worthwhile cause that 
directly supports fam-
ilies in Nova Scotia 
that otherwise would 
risk going hungry.

Submitted by: 
Halifax Mens Club

cont. from page 8

What a great day for a run!  On 
Sunday, October 1, CPC Regina 
Wascana joined 170,000 run-
ners/walkers and the over 10000 
volunteers who participated in 
Canada’s largest cross-country 
event in the fi ght against breast 
cancer.  Three members (and 1 
member’s teen-age son!) vol-
unteered on race day and we 
had 11 people registered for our 
team - 9 members, 1 husband 
and 1 friend raised over $2500 
for breast cancer research.

We were asked many times who 
our group was and we took ev-

ery opportunity to promote CPC.  
We even managed to make the 
Global local newscast and Janey 
Davies did a great job promoting 
the CPC during an impromptu 
interview with Global!

Many of our new members took 
part and it was a great opportu-
nity for new and seasoned mem-
bers to get to know each other 
– raising money and volunteer-
ing while we enjoyed fellow-
ship, fun and a 5K – doesn’t get 
much better than that!  Being 
part of such a huge, awesome 
event was a fantastic experi-
ence for all of us and no matter 
if we were running, walking or 
volunteering we knew we were 
helping to make a difference in 
our community and in the lives 
of the 1 in 9 women who will 
be diagnosed with breast cancer 
this year.

Submitted by:
Regina Wascana

Great Day for 
a Run 

Regina Wascana Members
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The 2006 National Awards 
were presented by Past National 
President Juanita Soutar at the 
Awards Luncheon and Presi-
dent’s Ball in St. John’s. 

We would like to thank Marci 
Brisbourne, past Director of 
Member Services and her com-
mittee for their extraordinary 
work on the Awards process 
for the past two years.  Also, 
thank you to all of the Club 
Awards Chairs for your efforts 
in compiling and completing 
the awards submissions, and 
to the judges for your time to 
evaluate the submissions.  

Congratulations to all of the 
recipients! 

Outstanding President’s 
Award 
This Award is granted to Club 
Presidents who have demon-
strated outstanding perfor-
mance in the listed criteria.
Recipients:
Tammy Slugoski – Regina 
Assiniboine
Trevor Schultz – Calgary Bow 
River
Patty Baxter – Calgary Wild 
Rose
Janice Siekawitch – Regina 
Wascana
Natasha McCulloch-Dengis 
– Calgary City Centre
Larry Burney (posthumously) 
– Calgary North

Robert Maingot – Halifax
Ailene Lockhart – Calgary 
Eves

Outstanding Zone Governor
This Award is granted to Zone 
Governors who have demon-
strated outstanding performance 
in the listed criteria.
Recipients:
No submissions were received

Mentor Award 
This award is granted to all indi-
viduals who have demonstrated 
outstanding contributions of 
guidance, wisdom and direction 
to new members and/or offi cers, 
directors in any club, regional 
or national position.
Eastern Region Recipients:
Greg Cole – Halifax 

John Day – Halifax 
Crystal Eagan – Quidi Vidi 
Barry Gallant – Halifax 
Kathy Grose – Halifax Corn-
wallis
Bob Moakler – St. John’s 
Dave O’Connor – Halifax 
Liam Pollack – Halifax 
Dave Steele – Halifax 
Chris Yonke – Halifax 
Great Plains Region Recipi-

ents:
Joy Ganne – Regina Was-
cana
Karen Graham – Regina 
Wascana
Judy Lyons – Regina As-
siniboine
Janet Merrick – Saskatoon 
Meewasin
Donna Peake – Regina Was-
cana
Janice Siekawitch – Regina 
Wascana
Western Region Recipients:
Karen Cooke – Calgary City 
Centre
Heather Gardiner-Doetzel 
– Calgary City Centre
Barb Mallory – Calgary 

City Centre
Cari McLaughlan – Calgary 
Wild Rose

Mercury Award 
This award is for Progressians 
in their fi rst year of Progress and 
can only be earned by complet-
ing the requirements outlined on 
the Mercury Award Scorecard 
within 12 months from the date 

Canadian Progress Club National Awards 2006
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of the member’s induction as a 
member.
Recipients:
Jeanette Fireman – Calgary 
Eves
Karen Graham – Regina Was-
cana
Sheila Miller – Regina Was-
cana
Georgia Boyd – Regina Was-
cana

Diamond Mercury Award 
The Diamond Mercury Award 
can be earned by any person 
who has been a member in good 
standing of the Canadian Prog-
ress Club for at least one year, 
and has successfully completing 
the required elements.

Recipients:
Doug Baker – Halifax
Judy Lyons – Regina Assini-
boine
Ailene Lockhart – Calgary 
Eves

Pride in Progress Award 
This award is given to each 
Progressian who sponsors 3 or 
more new members during the 
Club year.  
Recipients: 
Karen Blomquist – Calgary City 
Centre
Kathy Grose – Halifax Corn-
wallis
Dave O’Connor – Halifax
Peter Furlong – St. John’s
Andrew Best – St. John’s

Fellowship Award 
This is awarded to the Club 

judged to have the most substan-
tial participation and involve-
ment in social and interclub 
activities, as well as the mentor-
ing, training and developing of 
the membership.  
Recipient:  Regina Wascana

Publicity Award 
This is awarded to the Club 
that is judged to have the most 
substantial participation and in-
volvement in publicity and pub-
lic relations activities that con-
tributed to the promotion of the 
Canadian Progress Club.
Recipient:  Regina Wascana

Communication Award 
This award is granted to the 
Club who demonstrates the 
highest level of communication 
within the Club, as well as with 
Regional and National Offi cers.
Recipient:  Brampton

Ways and Means Award 
This Club recognition acknowl-
edges the generous and valu-
able contribution of our mem-
bers towards raising funds for 
those within our communities 
who are in need. The award is 
bestowed on the Club judged to 
have achieved the highest over-
all standing.
Recipient:  Calgary Bow River

Attendance Award  
This award is presented to the 
Club with the highest atten-
dance percentage at Club, Zone, 
Regional, and National meet-
ings and events.

Recipient:  St. John’s

Outstanding Club Award
This award is granted to all 
Clubs that have demonstrated 
outstanding performance in the 
required components, and have 
maintained by-law strength or 
increased membership by at 
least 10% net.
Recipients:
Greater Moncton Area
Halifax
Halifax Cornwallis
St. John’s
Brampton
Durham Region Women
Regina Wascana
Calgary Bow River
Calgary City Centre
Calgary Downtown
Community Service Award
This Club recognition is pre-
sented to the Club (or Clubs – if 
a joint venture) that is judged to 
have made the most signifi cant 
contribution through communi-
ty service activities.  This award 
recognizes signifi cant member 
involvement and the impact to 
the recipients or benefi t to the 
community.
Recipient:  Calgary Wild Rose

Membership Award
This award is granted to the 
Club that obtains the highest 
NET membership increase for 
the past fi scal year, measured 
by the recruitment of new mem-
bers and the retention of exist-
ing members. 
Recipient:  Regina Wascana 
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Hall of Fame 
This individual award recog-
nizes Canadian Progress Club 
members that have made a con-
siderable, lasting and truly val-
ued contribution to their club, 
their community through club 
activities, and to all levels of our 
organization.
Recipient:  Roy Urbach    
York Central

National Progressian of the 
Year
This award is earned through an 

extremely high level of active 
participation during all Club 
functions and through complete 
dedication and service to the 
community during the past fi s-
cal year.  The award is bestowed 
on the member achieving the 
highest overall standing.
Recipient:  Todd Berry       
Calgary Bow River

National President’s Award 
The award is bestowed on the 
Club achieving the highest 
overall standing in the required 

elements, including substantial 
participation and involvement 
in community service, fundrais-
ing, social, and interclub activi-
ties as well as the mentoring, 
training and developing of the 
membership.  
Recipient:  Regina Wascana

2006 - 2007 Canadian Progress Club National 
Board

The 2006 - 2007 National Board Members as elected at the National Convention in St. John’s are as 
follows: 

National President - Terry Clarke (Calgary Bow River)
National President Elect - Doug Baker (Halifax)
Immediate Past National President - Bob Lockhart (Calgary North)
National Secretary Treasurer - Wayne Evans (Calgary North)
National Vice President Eastern Region - Steve Murphy (Halifax)
National Vice President Central Region - John Holman (Brampton)
National Vice President Great Plains Region - Brenda McBain (Saskatoon Meewasin)
National Vice President Western Region - Debra Gibson (Greater Vancouver)
National Director Public Relations - Darlene Brunskill (Regina Wascana)
National Director of Communications - Gary Nakamura (Calgary North)
National Director Member Services - LIam Pollock (Halifax)
National Director Education - Crystal Eagan (Quidi Vidi)
Canadian Progress Charitable Foundation Chair - Brian Spilchen (Calgary Bow River)
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In the new 
technologi-
cal world, 
e-mail has 
become an 
e s s e n t i a l 
business and 
c o m m u n i -
cation tool.  
Most people 
now no lon-
ger fi nd e-
mail simple 
or fun. E-

mail messaging now exceeds telephone traffi c 
and is the dominant form of business commu-
nication. Some workers tell me that handling e-
mail consumes half of their day. A recent Wall 
Street Journal report indicates that soon employ-
ees will spend three to four hours a day on e-
mail.

There are certain professional standards expect-
ed for e-mail use. Here are some points by Laura 
Stack, The Productivity Pro® to keep in mind 
regarding professional e-mail conduct:

1. Be informal, not sloppy. Your colleagues 
may use commonly accepted abbreviations in 
e-mail, but when communicating with external 
customers, everyone should follow standard 
writing protocol. Your e-mail message refl ects 
you and your company, so traditional spelling, 
grammar, and punctuation rules apply.
2. Keep messages brief and to the point. 
Just because your writing is grammatically cor-
rect does not mean that it has to be long. Noth-
ing is more frustrating than wading through an 
e-mail message that is twice as long as neces-
sary. Concentrate on one subject per message 
whenever possible.

E-mail Etiquette 3. Use sentence case. USING ALL CAPI-
TAL LETTERS LOOKS AS IF YOU’RE 
SHOUTING. Using all lowercase letters looks 
lazy. For emphasis, use asterisks or bold for-
matting to emphasize important words. Do not, 
however, use a lot of colors or graphics embed-
ded in your message, because not everyone uses 
an e-mail program that can display them.
4. Use the blind copy and courtesy copy ap-
propriately. Don’t use BCC to keep others from 
seeing who you copied; it shows confi dence 
when you directly CC anyone receiving a copy. 
Do use BCC, however, when sending to a large 
distribution list, so recipients won’t have to see a 
huge list of names. Be cautious with your use of 
CC; overuse simply clutters inboxes. Copy only 
people who are directly involved.
5. Don’t use e-mail as an excuse to avoid 
personal contact. Don’t forget the value of face-
to-face or even voice-to-voice communication. 
E-mail communication isn’t appropriate when 
sending confusing or emotional messages. Think 
of the times you’ve heard someone in the offi ce 
indignantly say, “Well, I sent you e-mail.” If you 
have a problem with someone, speak with that 
person directly. Don’t use e-mail to avoid an un-
comfortable situation or to cover up a mistake.
6. Remember that e-mail isn’t private. I’ve 
seen people fi red for using e-mail inappropri-
ately. E-mail is considered company property 
and can be retrieved, examined, and used in a 
court of law. Unless you are using an encryp-
tion device (hardware or software), you should 
assume that e-mail over the Internet is not se-
cure. Never put in an e-mail message anything 
that you wouldn’t put on a postcard. Remember 
that e-mail can be forwarded, so unintended au-
diences may see what you’ve written. You might 
also inadvertently send something to the wrong 
party, so always keep the content professional to 
avoid embarrassment.
7. Be sparing with group e-mail. Send group 
e-mail only when it’s useful to every recipient. 
Use the “reply all” button only when compil-



14

The Education Centre

ing results requiring collective input and only if 
you have something to add. Recipients get quite 
annoyed to open an e-mail that says only “Me 
too!”
8. Use the subject fi eld to indicate content 
and purpose. Don’t just say, “Hi!” or “From Lau-
ra.” Agree on acronyms to use that quickly iden-
tify actions. For example, your team could use 
<AR> to mean “Action Required” or <MSR> 
for the Monthly Status Report. It’s also a good 
practice to include the word “Long” in the sub-
ject fi eld, if necessary, so that the recipient knows 
that the message will take time to read.
9. Don’t send chain letters, virus warnings, 
or junk mail. Always check a reputable antivirus 
Web site or your IT department before sending 
out an alarm. If a constant stream of jokes from 
a friend annoys you, be honest and ask to be re-
moved from the list. Direct personal e-mail to 
your home e-mail account.
10. Remember that your tone can’t be heard 
in e-mail. Have you ever attempted sarcasm in 
an e-mail, and the recipient took it the wrong 
way? E-mail communication can’t convey the 
nuances of verbal communication. In an attempt 
to infer tone of voice, some people use emoti-
cons, but use them sparingly so that you don’t 
appear unprofessional. Also, don’t assume that 
using a smiley will diffuse a diffi cult message.
11. Use a signature that includes contact in-
formation. To ensure that people know who you 
are, include a signature that has your contact in-
formation, including your mailing address, Web 
site, and phone numbers.
12. Summarize long discussions. Scrolling 
through pages of replies to understand a discus-
sion is annoying. Instead of continuing to for-
ward a message string, take a minute to summa-
rize it for your reader. You could even highlight 
or quote the relevant passage, then include your 
response. Some words of caution:
o If you are forwarding or reposting a mes-
sage you’ve received, do not change the word-
ing.

o If you want to repost to a group a message 
that you received individually, ask the author for 
permission fi rst.
o Give proper attribution.

Use these suggestions as a starting point to create 
e-mail etiquette rules that will help you stay effi -
cient and professional.
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Notices and Bulletins

Please note that Progression will no longer be sent to each 
member, but will be sent to each club president for distri-
bution. A link to the current issue will be sent via e-mail 
to all members and the issue may be downloaded or read 
on-line.                                                                                  
                                               
Have you checked the Member Communication System 
(MCS) lately to ensure that all of your information is ac-
curate? Visit the Canadian Progress Club web site -  http://
www.progressclub.ca/ - and ensure that your information is 
current and up to date.                                                           
                                                                                              

                                                                                 
Deadline for the next issue of the Progression will be December 15th. Please do not send 
articles with photos embedded in the article. Please include photos in high quality jpeg 
format as well as captions for the photos. If you have any suggestions or questions, please 
send them to Gary Nakamura at peripheralgroup@shaw.ca. 
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