E-mail Etiquette Article

Directions:  Read the online article linked below. Then, use your Microsoft Outlook e-mail account (which can be launched from the start menu) to send me (chad.zimmerman@casdonline.org) a brief summary of the article. 
***Remember to use the e-mail etiquette tips discussed in class.
From this point on, please use these rules when emailing me.  Email me, anytime, for info about assignments, questions, etc.

https://www.insidehighered.com/views/2015/04/16/advice-students-so-they-dont-sound-silly-emails-essay



	Description of Assignment
	Points

	
Proper Etiquette
· Greeting
· Text
· Closing
	
__/3

	
Email 
· Subject includes the following:
· Appropriate message informing reader of contents

	

__/3

	
Summary of article includes the following:
· Major details and info from the article is provided
	
__/3


	
Signed syllabus by parent and student
· Parent sends short email to Mr. Z or informs him how to contact them
	
__/9
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