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Hello, Dr. Rowe.
Attached to this email is my first essay. 

Cordially, 
A. Good Student 

Electronic turn in format:

​

1. Subject line: Indicate the class and time as well as assignment.



Example: 


English 1301 2:30 PM Essay One from Cordelia Cortez



[This tells me that you are in my 2:30 Comp I class and that you are turning in 


the first major essay assignment.]
2. Make sure your document name [also known as “filename”] leads with your last name: 







CortezCordeliaE1



This tells me at a glance that the document is Cordelia Cortez's final draft of 


the first essay. This allows me to easily and quickly file the document 



alphabetically by last name and to quickly access it once filed. 

3. Include a brief message in Standard Written English (SWE) and sign your first and last name.

Use Standard Written English (SWE) and avoid slang.
*Remember that the professional/academic person--the person with whom this course is teaching you to communicate—reads many documents in the course of a day and will appreciate good, clear writing.*  
