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~ “Thank You Ma’am” ~

Practice E-mail Assignment
After reading the story “Thank You Ma’am,” write a properly formatted informal e-mail for the topic listed below.  Your teacher may ask you to complete this either individually or in groups.  In addition, you may be asked to share it with the class afterwards.
LETTER TOPIC:    Write a thank you e-mail to Mrs. Jones from Roger after several years have passed.  In the e-mail, you should review the events and the effect her kindness has had on Roger.  Try to include some comments about how Mrs. Jones has changed or influenced Roger’s life.

Letter Format
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· contains “TO” and “FROM” lines stating the recipient’s and sender’s names and e-mail addresses
· contains a “SUBJECT” line identifying the e-mail’s purpose and content
· e-mail contains appropriate salutation and closing statement (including sender’s name)
· e-mail consists of FOUR (4) paragraphs, each being indented

·  ο introductory paragraph says “hello” and introduces the e-mail’s topic
· ο second and third paragraphs explain and discuss the topic

· concluding paragraph says “goodbye” and brings the e-mail to an end

Letter Content
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· e-mail’s contents meet assignment requirements, remaining focused and on-topic
· ο explanation and discussion of topic is detailed and thorough

· ο specific examples have been used to support explanation

· ο use of language is appropriate for the letter’s recipient

· ο content sounds sincere and honest
Mechanics
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· correct use of spelling, grammar and punctuation
· letter is neatly typed
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