Email Etiguette &
Email Writing

Middle School or High School

A Digital Activity for
any Technology or Email Etiquette and Email Writing...

Co m u te r c I a S S Use proper Email formatting and Tone
Use a clear and concise subject line that clearly indicates
the email purpose.
Professional Greeting and Closing
Use a professional greeting.
se an appropriate complimentary close to sign off of the
email
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NO PREP: Introductory Activity

Perfect for a Technology, Computer Applications,
Computer Literacy, or Information Technology class

Learning Objectives:

(v) Students learn email etiquette: Email formatting,
tone, greeting, closing, and professional language.

(V) Students learn the parts of an email.

(V) Students follow 3 prompts to write 3 emails to 3
people in their life: An Assistant Principal, Teacher,
and a Role Model.

Great for:In/Person, Sub Day; or:-Virtual
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Email Etiquette and Email Writing...

Use proper Email formatting and Tone

Use a clear and concise subject line that clearly indicates

Email Address

Must have @ domain.com

-ff— Always put a subject

(that can be easily searched)

the email purpose.

Professional Greeting and Closing

Use a professional greeting.

Use an appropriate complimentary close to sig
email.

Body of the email

Have a clear direction with main contentand ¢
Use short paragraphs and bullet points for read
Tone and Language

Maintain a professional and respectful tone.
Avoid the use of all caps, excessive exclamatig
or negative language.

Email Prompt #1

Write an email to your teacher asking for a grade clarification...

You checked your grades online for class and you received a zero for an assignment that you are
pretty sure you tumed in on time.

e Send an email to that teacher. The teacher's email is . In the email, express
your concerns about the ‘business assignment that you are pretty sure you tumed in on time -
Use the email templates on the next slides to write your email.
Create an appropriate subject for this email.

Open with a pleasant salutation.

Use a pleasant and professional tone in your emai
State the problem.
Let them know

Email Prompt #2

Write an email to your assistant p

carnival committee ...
The assistant principal has been looking f
committee.

e Send an email to the assistant princi
In the email, let them know that you
templates on the next slides to write your email.
Create an appropriate subject for thi
Open with a pleasant salutation.
Use a pleasant and professional ton
Let them know that you are intereste
would make you a great committee
Let them know that you are happy to
e Close with a nice message and com

e 0.

‘time and on to

Dear Mr. Scott <@ Salutation
T—

My name is Jen Lee and | am a junior at McVay Hig
eterans for a class project to learn about sending
hank you for serving our country. | enjoy freedol

gacrifices that you made.
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Write an email to a teacher, coach, or staff member at school who has made a
positive contribution to your life or who makes a difference in a positive way.

e Send an email to the this special person who impacts others.-Use the email templates on the next slides to
write your email. *You may actually want to consider sending this positive email to the person

The email for the purpose ofthis assignment is

Create an appropriate subject for this email.

Open with a pleasant salutation.

Use a pleasant and professional tone in your email.

Let them know that you appreciate them and add any details, stories, or history that will add to
the positive effectiveness of this email.

Let them know that you appreciate them.
e Close with a nice message and complimentary close. @
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Google Slides that'easily convertsito/PowerPoint

Parts of an Email...
Ce-Courtesy copy /

Bcc-Blind courtesy copy

Do NOT use slang,
abbreviations,

or exclamation points
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Grading Rubriciincluded

Email Writing— RUBRIC (one rubric for each email prom pt)

Use proper Email formatting and Tone
Use a clear and concise subject line that clearly indicates the email purpose. 12

Professional Greeting and Closing
Use a professional greeting.
Use an appropnate complimentary close to&

Body of # ]
Haveacli -dirp o ‘th‘a n c(
Use short shst . et pd

Tone and|! nguage \
Maintain a| Jfessional and respectful tone.
Avoid the use of all caps, excessive exclamation points, or negative language.

Used proper format and correct email address....overall look and format of email.

Google Slides that'easily convertsito/PowerPoint



Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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