Sending Emails in College: Scenario Cards
	You are sick with a fever and are not going to be able to attend your math class today. Compose an email to your instructor to let her know the situation and ask if there is an assignment you need to prepare for the next class meeting.

	You are planning to take your test in the Disability Support Services office on campus so that you can utilize the accommodations available for you (testing in a quiet location and use of extended time). You have already set up an appointment in that office for 8:00 a.m. on Friday November 12, but need to contact your instructor to let her know to send a copy of your test over to the office in advance. Your instructor is aware that you are eligible for these accommodations but will need to know when you have scheduled your appointment and to be reminded to send the test. Compose an email to your instructor providing the reminder with full information.

	You have been given a group assignment by your psychology instructor. In order to complete the assignment on time, you will need to contact your group members and set up some out-of-class work sessions. Compose an email to the other three members of your group to get started planning for these meetings.

	You are interested in starting a student organization on campus, but you are not sure how to begin.  Compose an email to the person responsible for working with students to establish student organizations asking for more information.

	You have just finished a biology class with a very effective instructor. Not only was this faculty member effective in the classroom, she was also willing to meet with students and provide support outside of class. Grades for the class have been posted, and you are interested in doing something nice for this faculty member. Compose an email to her department chair sharing information about the positive experience you had with the instructor this semester.

	You are interested in travel, and know that your college offers some study abroad opportunities. If you are going to take advantage of study-abroad, next semester will be the time you need to do so. Compose an email to the campus study abroad representative to request an appointment to learn more about your options. Be sure to let them know about some of your interests so that they can be prepared to be as helpful as possible when you have your meeting.

	Your chemistry instructor canceled a recent face-to-face class and asked that all students submit an alternate assignment as an attachment to an email. Compose an email to your instructor letting her know that the assignment is attached.

	For the introductory class to your major, one of the assignments is to schedule an interview with someone currently in the line of work you wish to pursue after graduation. After conducting the interview, you will reflect upon what you learned and submit a summary paper to your instructor for a class grade. Compose an email to a local businessman asking if he would be willing to interview with you for this assignment.


[image: image1.png]© 96




