- reramrisae

Tips for E-Mail Formatting
 After To, type the receiver’s electronic address. If
you include the receiver’s name, enclose the address
in angle brackets.
o After From, type your name and electronic address,
if your program does not insert it automatically.
s After Subject, provide a clear description of your
message.
Insert the addresses of anyone receiving carbon or
‘ blind copies. .
Include a salutation (such as Dear Marilyn, Hi
‘Marilyn, Greetings) or weave the receiver’s name

into the first line (see Figure 8.5). Some writers
omit a salutation.

o Set your line length for no more than 80 characters.
If you expect your message to be forwarded, set it
for 60 characters.

o Use word-wrap rather than pressing Enter at line
nds. _
ouble-space (press Enter) between paragraphs.
o not type in all caps or in all lowercase letters.

+ Include a complimentary close, your name, and
your address if you wish.
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To: Marilyn Lammers <mlammers@accountpro.com> ;
From: Brent Atkins <batkins@pyramid.com> ‘
Subject: CONSIDERING JOB OFFER AND SALARY FOR SCOTT PULLMAN
Ca: ptuckman@accountpro.com
Bee:
Attached:

Dear Marilyn:
Please answer a few questions about offering S8cott Pullman the position now open in our
Marketing Division here at Pyramid.

Thanks for sending him to interview for our junior accounting job. His interview was very
successful; and his résumé suggests that he has the education, background, and experience
we're looking for. We'd liks to make him an offer, but first we need your advice.

» Do you think a salary in the range of $50,000 to $55,000 is appropriate?

+ Is Scott now working on an assignment with a contract?

+ Could Scott be available to start here at Pyramid by S8eptember 15?7

The interviewing team agreed that Pyramid would benefit from his addition to our team.
Based on market salary data, we are prepared to make Scott a competitive offer, although we
could go higher if you think it necessary.

So that we can prepare the necessary paperwork, please let me know your answers to these
questions by Wednesday, August 18.
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All the best,

Brent Atkins

batkins@pyramid.com
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