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Writing project 

1. Professional General Email to a Coworker: 

o Scenario: You need to request updates on a project from a colleague. 

Write an email asking for their progress and any challenges they are 

facing. 

2. Professional Response Email to a Customer Inquiry: 

o Scenario: A customer has emailed your company asking about the 

return policy for a product. Write a courteous response addressing 

their questions and providing all relevant information. 

3. Follow-Up Email After a Meeting: 

o Scenario: After a team meeting, you want to follow up with attendees 

to summarize the key points discussed and outline the next steps. 

Write an email that includes this information. 

4. Email Requesting Time Off: 

o Scenario: You need to request a day off from your supervisor for 

personal reasons. Write a formal email explaining your request and 

providing the date you need off. 

5. Networking Email to a Potential Mentor: 

o Scenario: You met someone at a conference who works in your 

desired field. Write an email to introduce yourself and express your 

interest in connecting for potential mentorship or advice. 

6. Apology Email to a Client: 

o Scenario: A client has expressed dissatisfaction with a service you 

provided. Write an email apologizing for the inconvenience, 

acknowledging the issue, and outlining how you plan to resolve it. 

7. Announcement Email to Team Members: 

o Scenario: Your company is launching a new product, and you need 

to inform your team about the launch date and marketing strategy. 

Write an email outlining the details and encouraging their input. 

8. Email Requesting Feedback on a Proposal: 

o Scenario: You’ve drafted a proposal for a new project and would like 

feedback from your manager. Write an email sharing the proposal 

document and requesting their thoughts and suggestions. 


