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			ENL 320
In-class assignment 1 (10%) – Spring 2021
Name: _______________________________ ID_____________________    Section_________

Background: You are planning an email to be sent to your team to ask them to park their cars far from the office and leave the limited parking you have for the customers because the area around the office has few parking spots. This policy will go into effect on the first day of work next week. You know that employees will object, but you will not change this policy because customers have been complaining about the lack of parking. 

Task: write the email to the team you are managing. Make sure to think of the employees’ needs as well. 
The email will consist of 3 paragraphs. 


Due Date: Tuesday 23 March, 5:00 pm



Email
To:
From:
Subject:
Opening greeting

Type your email here

Closing greeting 

Your name, 



























Grading Rubric 

	Criterion 
	Exceeds the standard 
	Meets the standard 
	Approaches the standard  
	Needs improvement 
	Does not meet the requirements 

	The choice shows understanding of the theoretical discussion in class 
	20
	18
	16
	14
	12

	The justification correctly identifies the principles of modern communication and fits the answer chosen
	20
	18
	16
	14
	12

	The justification is written in error-free language 
	20
	18
	16
	14
	12

	The thinking demonstrated in the choices is creative and original 
	20
	18
	16
	14
	12

	The writing is coherent and shows good reasoning 
	20
	18
	16
	14
	12
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