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Think about

how you talk to
your friends vs.
your teachers...

Bruh

Hello!

Good Morning-
What up?

Dear Mr. Klinger
Dude!



Open your email in Class Link...
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Gmail is your school email account...
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Click compose...
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Choose your teacher...
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Subject Line

e 2-3word summary
of the email
Missing Grade
Homework
Question
Social Studies
Test

Social Studies Test

Jason Klinger

Social Studies Test|

Mrs. Kim Michaud
Los Cerritos Middle School
Dean of Students




Draft saved _ 2

Begin with a

Greeting sy o

Hello Mr. Klinger-
|

e Good Morning

Mrs. Kim Michaud

e Hello o o
e Good Afternoon




Get to the Point

e [ am writing you
because

e [ was hoping you
could help me with
I notice that my

Are you available

Draft saved

Jason Klinger

Social Studies Test

Hello Mr. Klinger-

| would like some help preparing for the upcoming test. |
Mrs. Kim Michaud

Los Cerritos Middle School
Dean of Students
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Add relevant
details

e I have tried to submit
e [ am having trouble

with the second part
e I would like feedba

so I can do bet

time

Social Studies Slides Presentation

Jason Klinger
Social Studies Slides Presentation

Hello Mr. Klinger-

| am writing because | noticed that my presentation is showing up as missing in
Canvas. | have tried to submit it but it is not going through. | was able to open the
assignment and complete it but haven't been able to submit it. |

Mrs. Kim Michaud
Los Cerritos Middle School
Dean of Students



If needed, _
request follow up s

Social Studies Slides Presentation

Hello Mr. Klinger-

Please let me know if
Can I stay after class

| am writing because | noticed that my presentation is showing up as missing in
Canvas. | have tried to submit it but it is not going through. | was able to open the
assignment and complete it but haven't been able to submit it. Are you available

tomo rI'OW after class tomorrow so | can share my screen and have you walk me through it?
Can you please send

Los Cerritos Middle School

me the Steps Dean of Students




Add appreciation

e Thank you for your
time.

e [ appreciate your time
on this

e Thank you for looking
into my grade

Draft saved - @ X

Jason Klinger

Social Studies Slides Presentation
Hello Mr. Klinger-

| am writing because | noticed that my presentation is showing up as missing in
Canvas. | have tried to submit it but it is not going through. | was able to open the
assignment and complete it but haven't been able to submit it. Are you available
after class tomorrow so | can share my screen and have you walk me through it?
Thank you for your time on this

Mrs. Kim Michaud
Los Cerritos Middle School
Dean of Students
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Add a closing

e Thankyou

e Have a nice
evening

e Seeyou tomorrow

Draft saved
Jason Klinger
Social Studies Slides Presentation

Hello Mr. Klinger-

| am writing because | noticed that my presentation is showing up as missing in
Canvas. | have tried to submit it but it is not going through. | was able to open the
assignment and complete it but haven't been able to submit it. Are you available
after class tomorrow so | can share my screen and have you walk me through it?
Thank you for your time on this! See you tomorrow in class. |

Mrs. Kim Michaud
Los Cerritos Middle School
Dean of Students




Sign Your
Name and
Class Period

Draft saved

Jason Klinger

Social Studies Slides Presentation

Hello Mr. Klinger-

| am writing because | noticed that my presentation is showing up as missing in
Canvas. | have tried to submit it but it is not going through. | was able to open

the assignment and complete it but haven't been able to submit it. Are you
available after class tomorrow so | can share my screen and have you walk me

through it? Thank you for your time on this! See you tomorrow in class.

Sincerely,
Kim Michaud
Social Studies, Period 3




Remember...

Be polite, even if you are unhappy or
frustrated

Use proper spelling and grammar
Consider your tone in your email
Remember that people may read
something differently than it sounds in
your head so choose your words carefully
Have a parent, sibling, or friend read it
over if you are unsure



WRITE IN ALL CAPITAL LETTERS. IT
READS LIKE YOU ARE YELLING!

Use abbr. or “text speech,” it comes
across like u dont care 2 much

Forget that emails are forever, just like
social media posts



