Student Letter Template

Purpose:

Audience:

Email:

Self-assessment check:

e Addresses my audience with an appropriate greeting.

e Expresses the intent early in the body of the letter.

e Uses language that strikes a friendly yet professional tone.

e Messaging is clear, understandable, and approachable.

e Closes using professional words and in the way you want to be addressed.

e Contains signature and contact information.
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