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POFT 1301 Email Information and Assignment
Normally, written communication, such as email, memos, or letters have the following;

· A purpose statement

· Details

· A statement of future action

Good email style:

· Provide your audience with adequate context: 

· Use meaningful subject lines 

· Quote the email to which you are responding (when applicable)

· Avoid pronouns (unless necessary)
· Be aware of page layout issues. Stick with: 

· Short lines 
· Short Paragraphs
· Short messages under twenty-five lines long 

· Plain text 

· Be aware of what cues people will use to form impressions of you: 

· Name 

· Grammar, punctuation, and spelling 

· Formality 

Email Assignment # 1
The text of your message must convince me that you deserve a passing grade in this class. In other words, tell me why you think you should pass POFT 1301.

· After typing the email message, carefully check that all important information is included.

· Proofread and edit for punctuation, capitalization, and content.

· Type your own email address in the space marked “to” and also “cc.”

· In the space marked “subject,” give your email an appropriate subject.

· Send your message to yourself (not to me).

· Turn in a copy of the message you sent to yourself.
