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Positive E-mail 

Subject Line: Changes In Training Program 

Hi Ted, 

Thanks for sharing your thoughts in yesterday’s meeting on how our new employee 
training program could be improved. Your suggestions were creative but practical and 
aligned with Duncan & Company’s vision for the future.  

I spoke with Harold Blomquist and the other members of the Programs Committee this 
morning and they have agreed to implement your changes. You should expect a more 
detailed memo from Harold this week on how the new program will be carried forward. 

Best, Frank Nelson 

 

Negative E-mail 

Subject Line: Thank You for Your Proposal  

Dear Mr. Sanders: 

We here at the Commissions Department want to thank you for your proposal for a new 
playground complex on the corner of Elm and Orchard. Your proposal not only was 
concise and clear but also knowledgeable of our company’s mission and finances. 

Due to the demographic of the community and recurring zoning laws, we have decided 
to construct another building on the lot that will accurately reflect the community’s 
needs. We would like to see other proposals from you in the future. If you have any 
questions, feel free to reply. 

Roy Harper 

 

 

 

 

 



Persuasive E-mail 

Subject Line: Speaking Opportunity 

Dear Mrs. Bradford: 

I hope this message finds you well. I’m John Michaels, the principal of Glen Heights 
Elementary School in Denver. I’ve read your book Overcoming Obstacles, as well as 
every other teacher on my staff, and we’ve found your story inspiring and applicable to 
ourselves and our students.  

We would love to have you speak to our students during an assembly three weeks from 
now, on the 24th. I understand you live in Colorado Springs, and our staff will not 
hesitate to give you compensation for your trip. I’m sure the students could learn much 
from a speaker who has persevered through hard times. Let me know if you have any 
questions. I await your reply.  

Sincerely, John Michaels 


