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 Activity & Worksheet 1  
E-mail Communication 
 
Read the following e-mail and answer the questions:  

(This is a sample e-mail sent by a student, Derek, to his ASL instructor, Wendy.) 
 
1. When was this e-mail sent? 
 _____________________________________________________ 
 
2. What is the instructor’s e-mail address? 
 _____________________________________________________ 
 
3. What class is this student in? (subject and level) 
 _____________________________________________________ 
 
4. Why is this student contacting his instructor? 
 _____________________________________________________ 
 _____________________________________________________ 
 _____________________________________________________ 

Skills: Text Use, Numeracy, Document Use
Profiled: ASL Instructor 
Other Applications: All 

-----Original Message----- 
From: "Derek Stern" <wiseguy@shotmail.com> 
To: wendysmith@shotmail.com 
Sent: 02/28/08 17:36 PM 
Subject: ASL103 
 

Hello Wendy! 
This is Derek from ASL103.  I just wanted to make sure you're 
still available to give me the Unit 12 Quiz I missed 2 weeks 
ago.  Will you be able to come to class around 5:35pm 
tomorrow Tuesday?  I can also stay later and take the quiz 
around 9pm instead of coming early if that is better for you, 
so please let me know!! 
See you soon! 
Derek 
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