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< ] Writing an E-Mail to a Business 1

Many companies have web sites. On these web sites, there is usually a contact e-mail address
you can use to write to the company if you have a comment, compliment, or concern. In order
to receive a response, you will need to include your name and either your e-mail address or
home address.

DIRECTIONS: Look at the sample e-mail message, and answer the following questions.
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From: Shanze Zar <szar@mail.com>
Date: Wednesday, January 16, 2008 3:19 P.M.
To: Golfer’s Fun Palace <golffun@mail.com>
Cc: Golfer’s Fun Corporate Offices <golffuncorp@mail.com>
Subject: Concern about golf course

Dear Game Zone:

This past Saturday, my family and I visited your miniature golf course. We have been many times and
have always enjoyed ourselves. This time, however, we could not help but notice how the course has
deteriorated. There were many tears in the green. There was litter on the ground, and some of the
specialty obstacles, like the windmill, were not working. I think something needs to be done to help
clean up Golfer’s Fun Palace. I hope you will take my concern seriously and do something about it.

I want to continue having fun family times at Golfer’s Fun Palace.

A concerned customer,
Shanze Zar
szar@mail.com

1. This message is about

2. It was sent to and
3. The person who sent it was , and his or her e-mail
address is

4. When was the message sent?

5. In your own words, describe what Shanze is commenting on.
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< ] Writing an E-Mail to a Business 2

Imagine this happened to you: You attended a movie at a local theater. You really enjoyed
yourself. The seat was comfortable, the ushers were helpful, the facility was clean, the food
was delicious, and the sound system kept the excitement going through the whole movie.

DIRECTIONS: Now, you want the theater to know how much you enjoyed your experience.
Write a letter to the theater expressing your satisfaction. Make up your name and e-mail
address, the name of the theater, and an e-mail address it might have. Send your message
to the attention of the theater management team.
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From:
Date:
To:

Cc
Subject:

Dear

Sincerely,

J
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< ] Writing an E-Mail to a Business 3

DIRECTIONS: Write the body of the e-mail message you would send if your experience at a
movie theater was very poor. The sound was bad, there were projection problems, there was
trash on the floor, the ushers were rude, and many of the food items were unavailable.
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From:
Date:
To:

Cc
Subject:

Dear

Sincerely,
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