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Hi Mrs. Bostic,
Good morning

I am writing you to discuss the grade I made on "10 Tips for Maintaining Good Credit". I want to
know why I received that grade and what I could do to fix it. Please let me know if we can meet
on Thursday during your planning period.

Thank you,

-Madison

Comments v X

Sharonda Bostic 13 minutes ago L)
Madison , you did a great job on this assignment. It
is simple and straight to the point



Lesson Plan-Emalil Instfructor About o

Poor Grade

Activity: Email Instructor About a Poor Grade

Instru Reference Rubric

If your teacher gives you an unsatisfactory grade and you want to discuss the situation, it's impertant your email has an appropriate tone. The email must alse look and feel professional and

courteous.

In the short activity below. you will learn to write a proper email to discuss the particular grade.
Instructions:

Step 1

Up above, click the tab next to "Instructions” called "Reference.”
you will read the template for how to email your instructor about a poor grade.

Step 2

Click ~Add submission™ at the bottormn of this page and either type in your work or upload a document.
Step 3

write your own email based on the template in the "Reference” tab.

Remember to include:

= Mame of task or assignment in the subject line
& MName of task or assignment in the email's opening line
= What you want to know or understand
= Request for the best time to talk further
Step 4

Read your weork out loud to make sure there are no typos or awkward phrases.

Step 5

Click "Sawe changes™ to submit your weork. Then, be ready to share what you wrote.






Rubric for Email an Instructor about a Poor Grade- Madison

Organizatiorn {20%u)

Comterve [ 20%)

Appearamce [(20%)

Language Usagze [Z20%:)

Actiwity Specific (20%)

E Exermplary -
foocurately uses correct
busine=s=s wrionge forrmat
bnd soruecowre

PO poidirres

. Ecemplary = Piece of
puriting clearly staces
lhe purpo=e - Easy 1o
followw - Tone is
bppropriate for
moended audience

PO poidirres

. Ecermyplary - Typed.
lrsing correct =pacing.
o, ared formmeat

PO paidrres

Exermplany - Acoursite
of punctuation and
ammar = Mo sp=lling

Prror=

PO paidrres

. Ecermyplary - Sowdentc
horooe a polite,
fourteous email oo
Nmnquire about a poor
EFrade = Soudenc
mncluded che key parcs
bf the email like specific
Hecsils in the subject
e and opsnine line,
pvihat they hope o
lrnvdber=staryd albrowut e
broor grade and a
fequest for a drme oo
[alk furtdher

PO paidrres

2. Accomplished -
Mosdhy uses correct
busine=s=s writing forrmat
amnd soruecoure

TS poines

2. Accomplished = Piece
of writing clearly states
the purpo=e -
Somesvhat hard o
Tollowr - Tone= is
generally appropriaoce
for imended audience

TS poirnnts

2. Accomplished - Piece
of writing oyped wwith
Faww problems in
spacing font or format

TS poirnnts

2. Accomplishead - One
or twwo mistakes wwith
PLUIM-COLSTiom ar
srarmarear = One or o
spelline ermors

TS poirnnts

2. Accomplished -
Soudent wwrote 3
somewhat polite,
COouUrteous ermail o
imgquire abowt a poor
grade - Soudent
imncluded cthe key parcs
of the email like specific
decails in the subject
lirme and opening line,
what they hope oo
urrderstard about thee
poor gerade and a
request fior a drme oo
talk further

TS points

2. Developine = Some
notable errors with
respect bo Correct
business writimge forrmat
and sorucouwre

T poinres

2. Developine = Purpo=e
of piece of writing i=s
urnclear = Hard o followsw
= Tone is oo formal or
oo imnformal for
imendsd audience

T poinres

2. Developing - Piece of
wTriting Dyped wildh
freguent problerms in
spacing. fonc or forrmat

T poirrts

2. Developine - More
than twwo mistakes=s in
PLUMNCOLESTion or
gramemar = More thhan
e spelling errors

T poirrts

2. Developineg -~ Student
wwroce a blunt or sloppy
ermail oo inguire abowt a
poor gerade - Soudentc
included some of thie
ey parcs of thhe amail
lilkce specific details in
the =ubject line and
aop=ning line, what thhey
hope o understand
about the poor grade
and a regquest for a tirme
o talk further

T poirrts

1. Beginming ~ Sewvseral
notable ermors with
resSpect o Correct
busine=s=s wrioing forrmat
and sorucoure

5 points

1. Begimnming ~ Purpose
of piece of writing is
urnclear = Main idea i=s
ot supporoed by
explanations or facos -
Wiricime ramble=s; hard
o Ffollow or underscamnd
= Tone is inappropriate
for imended audience

5 poinits

1. Beginming -~ Piece of
wwTriting not oyped;
wwrong format used and
hard 1o read

5 poinits

1. Begimnnming ~ Incornrect
use throughout the
letoer of puncouation or
grarmumar - Freguent
spelling errors distraco
from letter

5 points

1. Beginnming ~ Soudent
wrone a blunt or sloppy
email oo inguire abowuc a3
poor gerade = Soudentc
failed = include the ey
parcs of the email like
speecitc decails in the
subject line and
aop=ning line, what thhey
hope to understand
about the poor grade
and a reguest for a
tirmee o talk further

5 poinits




