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Discussion-3

The sample emails had proper content except for a couple of them. The emails were mostly written for a request they had for the
professor. The strengths of the emails were that they all requested for something but with an apology which shows that they have
proper etiquettes. The weakness is different in different emails. Some of them didn't address the professor's name properly while
some of them didn’t write with proper spaces between words and one of them gave unnecessary information about missing the class.
Lastly, all of them forgot to introduce themselves in the email.

Speaking of my background, | have studied architecture for my graduation from India. Usually, our submissions were always in hard
copies as the drawings were discussed on A2 or A1 sheets. Hence, there were not many opportunities of exchanging emails with the
professor. However, when | started working professionally as a junior architect, we did send emails but that was predominantly to send
design files to each other. But | was always aware of basic email etiquettes as | think emails are almost like formal letter writing. Some
of the similarities between handwriting a letter and sending an e-mail is that both the handwritten letters and e-mails send salutations,
conversations, greetings, and send notifications about events, information about family and business situations (Essays Professors,
n.d.) In school, we had formal and informal letter writing questions in English subject. The technique which was taught to us to write a
formal letter was pretty similar to the etiquettes which are required to write a formal email. However, international students who did
not have such studies in their syllabus might face issues while framing the email correctly, or writing it succinctly. Sometimes one gives
away too much unnecessary information thinking that it might be polite but fail to realize that it's not making the email effective.

What questions do | have?

Well, | don't have any major questions as such, but just want to ask you if | can, what do you prefer being called by students in emails?
Prof. Krissy, Dr. Miller or something else?
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Hello everyone,
Hope you guys are doing well.

After reviewing all the six sample emails in the course module, | have following views on them. In the first email, the format of the mail is not correct. The content of
the mail should come on the next line of the greetings. In the greetings the students should have used the last name of the professor instead of first. Also, the closing
of the mail was missing. The only strength of this mail was its tone, which is polite. In the second mail, | think the for is good and the tone is polite but, the grammar is
not correct, and the content is not clear. Also, the student is supposed to introduce him/herself which is missing. In the third email, the subject is perfect, the format is
good but, the grammar is incorrect, and comma is missing in the greetings. The fourth email demonstrates the best email etiquette of the others but, it has some
minor mistakes such as the greeting should me more polite and is missing comma in the end. Also, the student did not introduce him/herself. Other than this the
subject, the grammar, the content, and the tone of the mail is correct. For the fifth email, | think the format is incorrect, there is no subject, the greeting is not good,
and the closing is also missing. The only strength of this email is the content which is clear. In the last email, the subject is not clear, the grammar is not good and too
much unnecessary information in the mail. The mail is missing greetings and the student did not introduce him/herself. The strength of this mail is the tone and the
closing.

For me there were not many occasions of writing a formal email before coming into Northeastern. In my bachelors our interaction with the professor and the other
staff was face to face and we hardly wrote any emails. | started writing emails after joining Northeastern and there were many challenges in the start but, now | think |
can write a proper email. While writing the email the challenges were, whether | am following the proper format of the email, the tone is proper and if | am writing
sufficient enough to convey my message properly.

Regards,

Sarvesh
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