E-mail Communications

E-mail can be as informal and casual as a conversation between old friends. But it can also imitate “snail mail” by using conventional business language, a respectful style, and a more formal format--using conventional business language, a respectful style, and a more formal format--by using a traditional greeting, formalized headings, and a formal closing and signature. As with any communication, how formal you make your message depends on your audience and your purpose.

Be sure to use correct spelling and proper grammar for your electronic messages. Some e-mail youngsters insist that spelling, grammar, capitalization, and punctuation can take a backseat in cyberspace. But in business communication, e-mail needs to be as clear and easy to understand as possible. To improve e-mail readability even more, be sure to make your subject lines informative, make your message easy to follow, personalize your messages, and observe basic e-mail etiquette.

Write an e-mail letter asking people to donate their time or an item to a bake sale for the junior class. The bake sale is designed to raise money for PROM. Be sure the e-mail appeals to the reader (parents, other family, and community members) and utilizes the basics of good writing.



************************************************************************************************************************

*Iowa Core Standard focus:


Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.
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