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Instructions
When sending email or participating in a discussion group, always be polite and professional and apply basic rules of email netiquette. Even the smallest act of kindness or consideration can make a difference. Dozens of philosophers, from Aristotle to Emerson, have pointed out this truth: "Manners make the man."
To complete this task, you will send an appropriate email to your teacher inquiring about your grade. Before pressing send, take a screenshot of your email. You may use the ACCESS: Making a Screenshot tutorial (linked on the Task page).
Here are the rules you must follow in your email:
1. Include a Subject Line which reflects the content
2. Include a greeting such as "Mrs. Doe"
3. Be clear and concise (not too wordy)
4. Use a standard font such as Times New Roman 11 (no fancy or large fonts)
5. Use proper business English (no abbreviations or emoticons/emojis)
6. Spellcheck and proofread
You must follow these rules for the remainder of this class. Send the email to your teacher.

Screenshot
Copy and paste your email screenshot below.

     
