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Proper Emails
Directions:  For each of the scenarios below, write a proper email for the situation.
1.  You need to ask your best friend’s mom if she found your sweatshirt at her house.
To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.  You would like to set up a time to meet with your English teacher so you can ask her some questions about an assignment.
To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3.  You are emailing three other students in your history class about the group project you’re doing together.  You want to let them know what you’ve done so far…and ask them for their feedback on your writing.
To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4.  Your best friend just wrote you tell you about his/her REALLY bad day.  You want to encourage them in your response. To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5.  You have an idea for your class’s End-of-Year party.  You want to email your teacher to ask him if it’s ok…
To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6.  It’s Thursday and you are confused about an assignment that’s due for science tomorrow.  You decide to email a couple of friends in your class to see if anyone knows what you should do.
To:_____________________________________________________________________________________________________From:__________________________________________________________________________________________________Subject:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
