Miami Fashion Institute
EMAIL EXERCISE

Create business professional emails based on the below scenarios.  Your work should replicate an exact email format. 

1. The Meeting:

Mr. Travis Johnson works for one of your accounts in another state (the state of your choice). You will be visiting the state on a business trip to see other clients and would like to request a meeting with Mr. Johnson while you are in town. You will be in town Monday 8am to Wednesday 5pm. You have a formal relationship with Mr. Johnson. Write an email requesting the meeting and suggesting a date and time.  Please keep in mind that Mr. Johnson is a busy man so the email should be written in a professional, courteous manner which allows him the opportunity to respond with a more suitable day and time that falls within your travel dates. 

2. The Blame Game:

You have received an email from a disgruntled co-worker. This person is accusing you of not following through and responding to an email in a timely manner therefore causing a costly delay in the delivery of a product. In reality the delay is not your fault as you responded to the email within hours of receiving it and you have your email on file to prove it. The delay was caused by the actions of the department in which the person writing the email works in. They received the request 2 weeks prior to sending it to you and did not react on their end as needed. 

Write an email defending your position. The email recipients include key upper management individuals so it is important that you defend yourself while maintaining professionalism.   Your approach must be diplomatic but clearly states your position.
3. The Favor:
Your company has produced a product for one of its larger and more important customers. You must write someone in senior management of that company as you would like to request the assistance of this person in approving and accepting the slightly imperfect product that your company has produced for them. You are making this request but you have had no prior interaction with this person. Write an email introducing yourself, your position in your company and explaining your request. You must be careful how you make the request as you do not want to seem too forward or insult the person you are writing to. You do not want them to loose confidence in your company as you are trying to build and maintain a lasting business relationship.

