WriteSmart Model Bank

E-mail Message

Although email messages are often casual, email is an accepted way to do business, make inquiries, express thanks, and handle many kinds of communications. Formal emails should have a respectful and courteous tone.

djones@shoreschool.edu

February 8, 2008

To: jcarter@shoreschool.edu

Subject: Debate club

Hello Mr. Carter,

Thanks for agreeing to be the faculty sponsor for the Debate Club. We are working hard to find new members, and we have already gotten ten new people to sign up.

We’re planning our first meeting for next Tuesday, February 15, after school in Room 110. Will you please let me know if this time works for you? If you have a conflict, I will work out a new time when you can come. Thanks again for agreeing to be our sponsor.

Dave Jones

