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Email 
Signing your name below means the work you are turning is your own work and you haven’t given your work to anyone else.
 

Name ____________________________________

Period ___________   
	Completed 

Attached
	Activity
	Points
	Earned

	(    
	Email Listening Guide
	20
	

	(    
	Etiquette web reading guide
	20
	

	(    (
	Activity 1—Signature
	10
	

	(    (
	Activity 2—About Me
	10
	

	(    (
	Activity 3—Address Book
	10
	

	(    (
	Activity 4—Message w/Address Book
	10
	

	(    (
	Activity 5—Forward
	10
	

	(    (
	Activity 6—Reply Message
	10
	

	(    (
	Activity 7—Attachment Email
	10
	

	(    (
	Activity 7—Attachment file Cucumber Email
	10
	

	
	Total
	120
	


EMAIL MODULE LISTENING GUIDE
	1.
	What is email?
	

	2.
	Requirements for email
	

	
	
	
	

	
	
	
	

	3.
	What are the three parts to an email address?

	
	
	
	

	
	
	
	

	4.
	Seven different organizational domains exist. What do they mean?

	
	a.
	
	
	e.
	

	
	b.
	
	
	f.
	

	
	c.
	
	
	g.
	

	
	d.
	
	
	
	

	5.
	What are six (6) different ways of handling email messages?

	
	a.
	

	
	b.
	

	
	c.
	

	
	d.
	

	
	e
	

	
	f.
	


	6.
	List three (3) advantages of email

	
	a.
	

	
	b.
	

	
	c.
	

	7.
	List three (3) disadvantages of email

	
	a.
	

	
	b.
	

	
	c.
	

	8.
	List guidelines for using email

	
	a.
	

	
	b.
	

	
	c.
	

	
	d.
	

	
	e.
	

	9.
	Why is a signature a good idea to include along with your email message?

	
	

	10.
	What is Netiquette?
	

	11.
	What is spam?
	

	12.
	What is an emoticon?
	

	13.
	What is an acronym?
	


Email Etiquette Worksheet
Refer to the information on email etiquette found in the document at: http://owl.english.purdue.edu/handouts/print/pw/p_emailett.html

	1.
	Email etiquette offers some    
	
	that all writers can use to 

	
	facilitate better
	
	between themselves and their reader.

	2.
	What is the problem with understanding a person’s motives when reading an email that you don’t have when you are speaking with them face-to-face? 

	
	List 3 things we don’t see:
	

	
	a.
	

	
	b.
	

	
	c.
	

	3.
	How soon should you wait to return an email?
	

	4.
	What is the rule for using punctuation and capitalization in emails?

	
	

	5.
	What is the subject for?
	

	6.
	Emails are      
	
	despite the fact that you may send an email 

	
	to someone privately. Therefore, only include those statements in email that you can 

	
	openly    
	
	should your message be          
	

	
	or shown to other parties.


	7.
	What is flaming?
	

	
	

	8.
	Why is flaming inappropriate?
	

	
	
	happen very easily in neutral emails because there is a lack of

	
	nonverbal expression to cue the recipient about your motives and intentions.

	9.
	What 3 things should you consider before sending an email in terms of flaming?

	
	a.
	

	
	b.
	

	
	c.
	

	10.
	List 4 times when it is not appropriate to send an email.

	
	a.
	

	
	b.
	

	
	c.
	

	
	d.
	



















































