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Description automatically generated]Business Email Prompts
Please choose two of the following prompts: one from 1-4 and one from 5-8. Write the emails in a Word document. Feel free to copy and paste the template below the prompts. Your subject will be taken into consideration as well as the body of the text.
1. Write a thank you email to a potential employer as a follow-up for a job interview.  Thank the interviewer and express your continued interest in the position opening.
2. Write an email to a person that has made a difference in your new job life.  Specifically state what the person did that had an impact on you and why the action has had a lasting effect.
3. Write an email of invitation to valued customers for a company appreciation event.  Include detailed information about the event—the occasion, time, place, and any other information that prospective guests need to know.
4. Write an email to nominate someone who has done a co-worker for a kudos award for doing something helpful for you lately.  Describe the impact the act of kindness has had on your life and why you think the person should receive the award.

5. A co-worker has been absent for three weeks to care for a family member that you and your colleagues recently found out has passed.  Write an email of condolence expressing sympathy and support on behalf of your organization.
6. Write an email of complaint to a supplier that has made three mistakes in the last eight orders.   Explain what dissatisfied you about the product or service offered by that company and what you expect the company to do to remedy the situation.
7. Two months ago, you ordered a one-year subscription for your offices waiting room to a magazine and enclosed a cheque for $24.00.  You have received no response and no magazines.  The cheque has not cleared the bank.  Write an email to the magazine explaining the problem and stating what action you would like them to take.
8. Write an email of apology to colleague in another department for an error you made and inadvertently held them responsible for the consequences.  Explain your actions and the reason for making the apology.
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