ENG 3123, Assignment #3:  Email
Due: On or before the next afternoon class (Week 13)
Based on Exercise 3.3 on page 51 of the textbook. 
Write a confirmation email to Sonja Haarstrup.
Use the outline on the next page, not an outline you created for class.
Send the email to your teacher, either Ruth or David.

Ruth’s email address: ruthinchina@gmail.com
David’s email address: david@themaninchina.com
The assignment (任务) is the email itself (本身) – do NOT (不) include an attachment. 

Use proper (正确) email formatting (版式) 
The subject line should read: 
Assignment #3: <a reasonable subject line to use for your email to Sonja> 
The greeting should be to Sonja and the body of the email should be what you would write to Sonja in a confirmation email.

Sign off with a complete (全部) signature (签名) block. Your signature block should include your name, under that your student number and under that your class.
Your completed email will look like this: 
	Email to Ruth:
	Email to David:
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Outline for Exercise 3.3 page 51 

Summary Statement:  I want to tell you....

Confirming our arrangements for you to speak on Thursday, May 3.

Background:
Talked with you January 24. 

Details:
What: Speaking to Members Mid-Town Society of Business Administrators (MSBA)

- audience 25 to 35  MSBA members

Where: Meeting location – Norlander Inn  (include street address – you will have to create this)

When: Meeting date - first Thursday, May  (May 3)

- meet you in lobby at 5:00pm

Schedule for evening:
bar open 5:00pm

membership meeting 5:30pm

dinner served:  6:00pm

you introduced:  6:45pm.  speaking time 45 minutes

meeting adjourned:  7:30

Your subject:  Strategies for Selling Canadian Products in China

duration – about 45 minutes

We will supply: AV equipment required - VCR and LCD projector; 

You will bring: your laptop
Closing Statement:
Members eager to hear from you.  

Looking forward to your talk.  

Thanks.

Hello Sonja,
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