Email #1
Don't forget to include your signature at the bottom of each of your emails. Your title is Program Coordinator at Blue Insurance. 
You have just started a new job. You've been there for four months and just learned that your best friend is eloping to Mexico in a month (dates are May 7-11) and would like you to be there to stand in the wedding. Participating in this wedding is very important to you. You know you have accrued the time off but know it is short notice to be away for a week. Write an email to your boss making the time off request. You Boss' name is Wendy Blanche and her email is wblanche@thisbusiness.com.
 Email #2 
Don't forget to include your signature at the bottom of each of your emails. Your title is Program Coordinator at Blue Insurance. 
You are working with a team of four (across different departments) on an organization-wide project for a large insurance company. There is not a specific team lead as you all are of similar status within the organization. You have naturally taken on some leadership responsibilities but are not the official team lead or manager. You've noticed that the team is behind on the project timeline and may not meet the next deadline. You need to write a short email to the team to set a meeting to discuss the situation. Team emails are: Joe Smith (jsmith@organization.org), Taja Jones (tjones@orgnization.org), Spencer Marks (smarks@organization.org), Beth Mills (bmills@organization.org). When you send this email you have the option to include your boss in a CC or a BCC. Wendy's email address is listed in the scenario above. 
At the bottom of your assignment, after the emails, explain why you chose to either CC, BCC or not include Wendy on your second email. 
Email #3
Don't forget to include your signature at the bottom of each of your emails. Your title is Billing Specialist at Maple Regional Hospital. 
You are working at a small regional hospital, Maple Regional, in the billing department. In this role you handle all concerns and complaints regarding invoices. You receive the following email from a patient who is clearly having some issues with their bill. Write a response email in which you inform the patient you are bringing this to your manager.
To: billing@maplehospital.org
From: susiejbrown@yahoo.com
Subject: not paying this
Maple Regional:
I came into your emergency room last month, had to wait 3 hours to be seen by anyone, wasn't seen by a doctor, just a nurse practitioner and then was told all I needed was a brace for my arm. Some student nurse then popped in and handed me a Velcro brace that I put on. That was it. Now I have a bill for $750 with a line item of $200 for the "application" of the brace. I will not pay for something that did not happen. I am not paying you that $200. I want you to take this charge off of this bill and send me a corrected invoice. 
-Susan Brown
[Note: Ms. Brown does have insurance, but she has a high deductible health plan. That means she must reach a very high out of pocket threshold before her insurance coverage kicks in. This may also be a factor fueling her frustration.]
 
 
[bookmark: _GoBack]


Your Name
PBHL-H245
Assignment #2
Email One:
	To:

	Cc:

	Bcc:

	Subject: 

	Importance: High, Normal or Low

	





















Email Two:
	To:

	Cc:

	Bcc:

	Subject: 

	Importance: High, Normal or Low

	



















 Email Three:
	To:

	Cc:

	Bcc:

	Subject: 

	Importance: High, Normal or Low

	



















