E-mail Protocol
English 097

Emailing your instructors in a professional manner is a very important skill in college. Since most of your instructors (or, in the “real world,” your bosses) get ten-thirty emails a day, you want to make sure your email is easy to read and gets right to the point. Write in complete sentences, be clear about what you want from the email exchange, and don’t ramble. That said, there is a little room for niceties, but keep them to a minimum. 

Task: This assignment asks you to email me showing proper email etiquette.

· Sign into your email account and open a new message
· Find my email address and enter it into the Recipient line

· Put something having to do with this class and assignment in the “Subject” line.

· Have a greeting or salutation.

· Have two full sentences using academic English – that is, NO texting! The first sentence should be about something you have learned so far regarding parts of speech. The second should address something that is still confusing or of concern to you in regards to writing parts of speech.
· End by typing your full name.

· Send the message.

This is an in-class activity and is due by the end of the class period today. You will receive a reply from one of us to verify that the message was received. This is worth 10 points.

