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Background: E-mail is one of the most common digital channels of communication. Millions of
emails are written daily to facilitate work around the world. Writing professional emails that are
short, specific, and use the “you” attitude will help you achieve your work objectives.

Scenario: You are the office manager for a CEO of a chain of restaurants. She would like to have
a Zoom meeting with all district directors to discuss the measures they are taking to keep
everybody healthy during the Covid19 epidemic, and the plan for the resumption of operations
after the end of the epidemic. This meeting is planned for 20 July 2020 at 2:00 pm.

Mission: Write an email to the district directors in which you inform them about the purpose of
the meeting with the CEO, as well as the details about the time, the date, and the duration. Ask
them to send you their Zoom names so that you can arrange for the call to take place. Follow the
style of the sample email on page 209 of the course textbook, Excellence in Business
Communication. Address your email to one of the directors specifically; come up with names of
companies, people, etc.

Requirements:
1. A clear subject line (not one word or a full sentence)
2. Three short paragraphs: include lists with bullets or numbers if necessary.

3. Sign with your real name at the end.
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Grading Rubric

Content: accurate, | Relevance: L Sentence Skills:
tional | Follows the | Coherence: | Transitions: | > i
conversationa ollows the | and | Connecting rammar, spelling, Total
tone, “you scenario, order entences punctuation,
attitude specific info capitalization, etc.
Maximum
20 % 20% 20% 20% 20% 100%

%
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P Delauny Music
56 Commerce Circle+ Davenport, IA 52806

(563) 555-4001 + delaunymusic.net

June 21,2016

Ms. Claudia Banks
122 River Heights Drive
Bettendorf, IA 52722

Dear Ms. Banks:

Thank you for your recent purchase. We wish you many years of satisfaction with your new
Yamaha CG| grand piano. The CGI carries more than a century of Yamaha's heritage in
design and production of world-class musical instruments and will give you many years of
playing and listening pleasure.

Our commitment to your satisfaction doesn’t stop with your purchase, however. As a vital
first step, please remember to call us sometime within three to eight months after your piano
was delivered to take advantage of the Yamaha Servicebonds" Assurance Program. This free
service program includes a thorough evaluation and adjustment of the instrument after
you've had some time to play your piano and your piano has had time to adapt to its
environment.

In addition to this important service appointment, a regular program of tuning is essential to
ensure your piano’s impeccable performance. Our piano specialists recommend four tunings
during the first year and two tunings every year thereafter. As your local Yamaha dealer, we
are ideally positioned to provide you with optimum service for both regular tuning and any
maintenance or repair needs you may have.

Sincerely,
Madeline Delauny
Owner
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