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Name:_________________________   Period:____   Date:__________ 

 

All contact to Lenape faculty must be conducted using your student e-mail address.  Use the 
following two examples as a reference.  Mr. Ebbeson should be carbon copied on all e-mails.  
Respect and understanding is the most important thing to remember! 
 

Example 1: 

TO: kmeder@lrhsd.org 
CC: pebbeson@lrhsd.org 
 
Subject: No Subject 
 
yo meder…I gotta do an interview for tv tech.  You free Wednesday 3rd period?  
That is the only time that works for me so please write back soon so I know that 
this works. 
 
later, 
joe  
 

 

Assignment: List all of the problems that you see with this e-mail. 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 
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Example 2: 

TO: kmeder@lrhsd.org 
CC: pebbeson@lrhsd.org 
 
Subject: Tribal News Interview 
 
Mr. Meder, 
 
My name is Joe Smith and I am currently taking TV Broadcasting Technology II 
with Mr. Ebbeson.  We are currently working on stories for the fall edition of our 
news show, Tribal News.  I was planning on producing a story about the girls’ 
soccer team and their success over the past few years.  As part of this story, I 
would love to interview you to add your insight to my news package. 
 
My class meets during class 3, so if you have a prep during that time, we could 
conduct the interview during school.  If that is not possible, perhaps we could 
arrange a time during lunch and learn or after school one day next week.  I am 
available on Tuesday and Thursday.  I understand that you have a busy 
schedule, so I am very flexible. 
 
I look forward to hearing from you, as I am very excited about this story idea.  I 
will provide a list of 5 interview questions to you before we meet for our 
interview. 
 
Thank you, 
 
Joe Smith 
Class of 2018 

 


