Formal E-Mailing
Practical Writing

Concept:  Communication

Purpose:  As electronic communication becomes more common, it is important for individuals to be able to effectively construct e-mails in a formal situation.  Just as with other writing, the writer must be able to determine when a more formal approach is required.  

Task: You will be required to send the three formal e-mails described below.  You will be required to send the letter via e-mail.  You will also need to send a copy of the letter to me at jfischer@spencerschools.org 

· Letter of request for information (this could be related to a product, event, or situation).
· Give reference to the subject about which you are writing 
· Make your request 
· Provide your contact information

· Letter of complaint or concern
· Give reference to the item/situation to which you are referring
· Explain the experience you had with the product/situation  
· Express you disappointment but do so in a respectful tone 
· Give suggestions as to how the situation might be remedied
· Provide your contact information 

· Suggestion Letter (change in policy, rule, or procedure)
· Give reference to the item you would like to see changed
· Offer an explanation as to why you are suggesting a change
· Offer a suggestion(s) as to how you would like the item changed
· Offer an explanation as to why your suggestion should be considered
· Provide your contact information

Reminder:  Follow the formal e-mail guidelines regarding salutations, subject lines, length, and the closing as explained on pages 518-519 of the textbook and information presented in class.

You will be evaluated according to the rubric provided.  Remember to use the rubric when writing your e-mails.
