


Name: 		Date: 	

	[bookmark: _Hlk27605720]CLB 3:	Writing- Email 




[bookmark: _Hlk28895111]Instructions: Your name is Yuji Honda. Your father, Kenji Honda is registered for chair yoga at ABC Golden Services Centre. He can’t go to class on March 3 because he isn’t well. He has high blood pressure. Email ABC Golden Services Centre to tell them about your father’s absence. Their email address is info@abcgoldenservicescentre.ca.

Your message should be about 5 sentences long and include:
1. ABC Golden Services Centre’s email address
2. Subject 
3. Greeting
4. Self- introduction
5. The purpose of your email
6. Reason for your father’s absence
7. Closing 
8. Your name 

As you can see on the next page, your email address is written for you already.
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	From: youremailaddress@mail.com
To: 

	Subject:
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