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SAMPLE EMAILS-MOLLY STROBEL

o
on and pricing ing , ) ) ) : -
Mawvy Recruitment Meeting reminder Navy Recruitment Meeti
makenzie watson
ethan rayben ethan raybon
Wenue location and pricing ingui _ . .
P g inquiny Navy Recruitment Meeting reminder Mavy Recruitment Meeting reminder
Dear Ms, Watson, Dear Ethan, Dear Ethan,
’ . ' ) My students are eager (o hear what you have to say about joining the Navy and the process of My students are eager to hear what you have to say about joining the Navy and the process of
family and | are looking for a venue for my father's retirement party, we wondering about the it ; ; i aulions . ag i E
&e R{:Jm in the Glan;?!mal \ocated in MI:nm Geonia. | was in ::nn about Iheg e and enlisting. | just wanted 1o 1o remind you of the securily precautions the school has in place and 1o enlisting. | just wanted to to remind you of the security precautions the school has in place and 1o
dates that it wil be avaiable. The amoun of peopla a:ilui be 100 ?50 Tghe earliest Iipr:vn at your call me and | will buzz you in. Thank you for your time and | lock forward 1o hearing you speak on el me and | wil bz you In. Thank you for your time and | look forward o hearing you speal on
' ’ Friday. Friday.
comvindence would be greatly appreciated. Sincersly, Bincarely;
g I Mally Strobel Maolly Strobel
hgﬁar:tylb I Lamar County Scheols Lamar County Schools
y Strobal g
Lamar County Schools “When equal affection cannol be, lel the more loving one be me” -W. H. Auden "When equal affection cannot be, let the more loving ana be me” -W. H. Auden o d
.
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w4 SansSerif ~ T~ B I U A~ - e o4 SansSerif - +T- B J U A- =~ i= = &= - o SansSerif + T+ B I U A~ =~ = = -

Inquiry Request Mesting Reminder Meefing Reminder 3




Football Hall of Fame Tour Information |

Product Review Inquiry

Inquiry about Internship 5 2 hunter treadwell clara garrett (cg671 9(@lamar k12.ga.us) o4
Opportunities Foothall Hall of Fame Tour Information Inquiry Product Review Inquiry
Dear Mr. Treadwell, Dear Ms. Garrett,

molly strobel <ms3802@!.. 2:08 PM (0 minutes ago) Yy 4
| noticed on my onling shop thal you wens dissalishied with a product you purchased, more

to malik ~ I was looking inlo booking tour for the Football Hall of Fame located in Macon, Georgia, What . ) | " ) .
fimes are availabls for a small group with abeut 3 or 4 paople? Thank you for your time, a tmely spacifically, the handmade leather pursa in an. lnl.'as amailing you to ask what was wrong with it,

Dear Malik ' and if you could send it back free of charge and with your cheice of replacement or refund. | am

’ responsa would be greatly apprecisted. very soimy that you were dissatisfied with your product and am somy for your inconvenience. Thank

Sincerely, you for your time and your business.

| am a student at the Scheller College of Business studying Mally Strobel

entrepreneurship and am very interested in your restaurant and the Lamar County Schools Sincerely,

process that you went through to open and run your chain of successful Mally Strobel
“When equal affection cannot be, ket the more loving one be me®-W. H. Auden Lamar County Schools

Italian restaurants. | am actually interested in the process because of my
interest in opening my own bakery and breakfast bistro in the near future. | “When equal affection cannat be, It the mare foving one be me® -W. H, Autlen
am hoping to start in any position involving the business side of your
restaurant that you have available. Thank you for your time and
consideration. A timely response would be greatly appreciated.

4
Sincerely, e
Molly Strobel 3
Lamar County Schools ;;
"When equal affection cannot be, let the more loving one be me" -W. H. ; "‘_
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Intemship Opportunities Professional Request

Product Review inquiry and response




SAMPLE EMAIL-MOLLY STROBEL CONT.

enue location and Pricing inguiry Morrow at noon

Ariona Walker Jeshua wright
Venue location and Pricing mquiry Confirming owr meeting for tomonmow at noon
Dear M=, Wallker, Drear M. Wrighk,
| am currently looking for a vanue 1o hold my wedding recaption, | need a venue thal ncludes, Ilook forsard 1o discussing youwr possible i'“'U_5|mU“| in ""!' bakary "_’UUF money would be put bo
outdoor sealing, dose 1o Bamesvills, Georgia, and can hold 450-500 peogple for any date in May, good use and | also plan to pay you back within five years including intarest starting after the first
2021. Your fime and effiort is greatly appreciated, and | look forward to waorking with you in the naar weaar. My team and | kook forward to working with you and being able to call you & business pariner.
future | weill 52e you tomorrow at the bakery, lunch will e provided. Thank you for your time and

consideration.
Sinoeraly, N
Molly Sirobel Slm:cf::l.l.
Lamar County Schools Molly Strobel

Lamar County Schools
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RUBRIC-GRADE-COMMENTS

Email Assignments Rubric for 7 Emails

20 points

15 point

10 points

Content of email 1s clear and
tone is appropriate.

Content of email 1s generally
clear, and tone 1s mostly
appropriate.

Email is unclear, too brief,
overly general, and/or tone 1s
inappropriate.

Writing is free from

Writing has some

Writing includes many

grammatical and mechanical | grammatical and mechanical | distracting grammatical and
T EITors. mechanical errors.

Email includes an appropriate | Subject line is slightly Email is missing a subject
subject line. unclear. line.

Email includes an appropriate | Greeting 1s slightly Email 1s missing a greeting or
greeting. inappropriate. greeting 1s not appropriate.
Email includes an appropriate | Closing 1s shightly Email 1s missing a closing or
closing. inappropriate. closing i3 not appropriate.

Grade: 100 Ma]ly, your emails were well written and clearly defined for each
type of email. Beautiful job reading directions and following each type

prompt.

.




