
CSP Email Professionalism Activity  

Objectives  

In this activity students will write a professional email to a teacher or administrator. 

Standards 

IT-IDT-1.3 Exhibit critical thinking and problem solving skills to locate, analyze 
and apply information in career planning and employment situations. 

Project Time 

This project will take about 1 hour to complete. 

Ethics Statement 

Students will model work readiness traits required for success in the workplace 
including teamwork, multitasking, integrity, honesty, accountability, 
punctuality, time management, and respect for diversity. 

Project Details 

Students will use the skills learned through the Email Etiquette 101 
Presentation to write an email to a teacher or administrator. The email must 
follow professional conventions to include greeting and salutation. Spelling 
and grammar are graded. Students are allowed to select their own topic, but 
the email should convey that topic clearly. 

RUBRIC 

50 points – Professional email address, font, salutation. 

20 points – Respectful tone without excuses or blame. Avoids use of “you”. 

20 points – Message is no longer than necessary to convey idea 

10 points – Spelling and grammar are correct 
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