Formal E-Mailing
Practical Writing

Purpose:  As electronic communication becomes a more common method of communication, it is important to know how to effectively use this form of communication in a formal situation.  Just as with other writing, the writer must be able to determine when a more formal approach is required.  

Task: The student will select an individual or group to submit a formal e-mail concerning the issue and research discussed in the position essay.      

Research Based Persuasive Letter
· Select an individual or group to submit your letter (principal, superintendent, school board, state representatives, etc.).  Find the contact information for the individual or group.
· Write a formal e-mail letter regarding the issue presented in the position essay.  

E-Mail Letter Format:  The e-mail should be written as a formal letter which follows the guidelines for writing a letter (punctuation, spacing, etc.)

	Heading:  Create an effective subject line and appropriate salutation for the letter.  

	Introduction:  Introduce yourself, situation, and the purpose of your letter.  

Body:  Write one paragraph for each of your three arguments.  These can be no more than 2-3 sentences.  You will need to briefly state your argument and select one piece of evidence to support your argument.  When selecting your evidence choose the most convincing/persuasive research.  You will not have a works cited page so you will need to identify your resource within the text of the letter.  You do not need to provide the page number in your citation.

Closing:  Thank the recipient for his/her time, provide a brief review of your 3 arguments, and indicate that you have additional resources and information if he/she would like to further discuss the issue.  

Signature:  Be sure to provide your contact information






