Prewriting Emails
In this chapter, you will practice prewriting for emails.
Prewriting

Before we begin writing, let's look at the prompt again. 
Prompt

Email your teacher to solve a problem. Explain the problem. Ask 2-3 questions about the possible solutions to the problem. 
You need to write a minimum of 5 sentences.

This prompt tells you the audience. It is your teacher. First you need to explain the problem. Then you need to ask 2-3 questions about the solution.

The prompt says the answer should be 5 sentences or more. It does not say that it needs to be a paragraph. 


Free-Writing
Free-writing is writing without a focus on organization, grammar, or punctuation. Your goal is to write any idea you have. You will write for a time without stopping. You are taking all of the ideas in your mind and putting them on paper. 
This can be a challenge because you will write down every idea. You do not decide now if it is a good idea or a bad idea. In a free-write, all ideas are good ideas. The ideas need to exist first. Then you can decide which ideas go in the outline. 
Sometimes you do a free-write with just a piece of paper and pencil. Sometimes you can use a computer document. 
For this practice, we will use a graphic organizer called a T-chart. We will have two sections because there are two parts to the prompt.



Use a timer and write all of your ideas for each section. Write for 3-5 minutes in each section. You do not need to write in complete sentences now. You are only writing possible ideas.
Look at the example below. 
After you brainstorm using the free-writing process, you can choose the ideas you like best to create a simple outline.




Outline
Now you can decide what you want to include in the paragraph.
Look at the ideas in the T-chart and choose. You need to choose one problem and two or three questions. You will use these ideas to create your outline.
An email outline is different than the other outlines in this textbook. An email is not a usual paragraph structure. 
Greeting and Introduction
The first part of your email is the greeting. A greeting is how you say hello to start a conversation. Here are some examples of different greetings:
· Hello Miss ____
· Dear Mr. ____
· Good morning
The next part of the email is an introduction. 
Topic Sentence
The topic sentence for this assignment is your problem sentence. This is your purpose for writing your teacher. The purpose sentence should be very clear. For example:
· I missed the test on Friday.
· I did not understand the instructions for the homework.
Explanation
After the topic sentence, you will want to include details explaining the problem with more detail. The details can help your audience to understand your situation. Some examples of explanations are:
· I was sick, and I could not go to the ELC for the test.
· I listened to the instructions, but now I cannot remember how to do the assignment.
Questions
The next part of your email will include your questions about solutions. You will use the questions to ask your audience about possible solutions to your problem. Your questions might look like this:
· Can I take the test today after school?
· Can I come to your office hours so you can explain it to me again?
Conclusion
Finally, you end the email with a polite expression of gratitude and your name. This can look like the following examples:
· Thank you for your help. Sincerely, Bea
· Thanks! From, Vale
Example Outline
Greeting: Hello Miss _____,
Problem: I missed the test.
Explanation: I was sick.
Questions: Excuse the test? Take the test later? 
Conclusion: Thank you! Your student, Felix
Drafting
Now that you have an outline, you can begin to draft. The rough draft is your first try at a complete email. The ideas from the outline will change to complete sentences.
The rough draft will be very simple. You can add details in the next draft.
Example Rough Draft

Hello Miss Kim,
I missed the test on Friday. I was sick. Can you excuse the test? Or can I take the test later? 
Thank you! 
Your student, Felix

Present Progressive Grammar Review




Present Progressive is used for actions that are happening right now in this moment. This can be helpful when you write emails. 
	Type
	Using 
Be

	Sentences
	I am 
running
.


You are 
writing
.


He 
is listening
.


She is 
speaking
.


It is 
going
 well.


We are 
explaining
 it.


They are 
feeling
 sick.

	Negative Sentences
	I 
am not 
running
.


You 
are not 
writing
.


He 
is not listening
.


She 
is not speaking
.


It 
is not going
 well.


We 
are not explaining
 it.


They 
are not feeling
 sick.



	Yes/No Questions
	Am I acting badly?
Are you going to the park?
Is he coming to class today?
Is she leaving early?
Is it going to be ready?
Are we learning English?
Are they taking their test today?

	Wh- Questions
	Why am I missing this assignment?
Where are you going?
Who is he helping?
How is she starting the class?
What is it testing?
Where are we meeting for class?
How are they learning?





Now that you have your email draft written, let’s look at a couple techniques to make it easier to read.
Paragraph breaks in emails

In an email, paragraphs are usually organized by topic. Paragraphs can be any length, even just one sentence! Additionally, when the email ends with a question, the question is put on a separate line to draw attention to it.
Pronoun References

Pronouns are words that replace nouns. Here are some examples:
Ali is very tall. → He is very tall.
I missed a class. → I missed it.
Anna and I are going to the park. → We are going to the park.
The noun the pronoun replaces should be close to the noun. This way, readers can tell what the pronoun is replacing.
If it is unclear what noun the pronoun is replacing, sometimes it is better to use the noun twice.

Look at these sentences:
I’m sorry I missed class today. I asked my classmates for notes, but they didn’t help very much.

They as a pronoun, is not clear here, because it could refer to the classmates or the notes. Now look at these sentences:
I’m sorry I missed class today. I asked my classmates for notes, but the notes didn’t help very much.
Now, it is obvious that the notes didn’t help, not the classmates.
Cause/Effect Writing



Sometimes when writing emails, one we use will cause another. Here are some examples.
	Cause
	Effect

	I was sick.
	I did not come to class.

	Can you open the quiz?
	I can take the quiz again.

	I missed points on the assignment.
	I turned it in late.

	I have a doctor's appointment.
	I have to leave class early.

	Can we meet after class?
	I can understand the assignment better.




Using transitions can help make the relationship between these sentences clearer. Two transition words that communicate cause/effect are because and so.
Because expresses the reason for an action:
· I did not come to class because I was sick.
· I did badly on the test because I did not study.
· I was late for class because I missed the bus.
So expresses the result of an action:
· Can you open the assignment so I can turn it in late?
· I was unsure about that homework so I asked my classmate for help.
· Can you explain the grammar to me so I can understand it better?

Exercises
Exercise 1: Underline the Verbs


Look at the example email below. Underline any present progressive verbs.
Dear Ms. Brown,
I am writing to tell you I am not coming to class today. I am feeling sick, and my roommate is taking me to the doctor. I am resting at home now. I am trying to finish my homework, and I am reading the book for class.
Thank you,
Maria

Exercise 2: Underline the Verbs

Look at the example email below. Underline any present progressive verbs.

Dear Teacher,
I hope you are doing well. I am writing because I am not understanding the homework. I am trying to read the book, but it is very hard. I am looking at the questions, but do not know what to write. I am asking if you can help me. 
Do you have time to meet with me? 
Sincerely,
Luis


Exercise 3: Partner Activity

With a partner, discuss how using verbs in progressive tense changes the meaning of your email.

Exercise 4: Apply to Your Draft

Look at your own draft. Set a timer for 3 minutes and write present progressive sentences you could include in your email. Then, choose one or two and add them into your draft.
Exercise 5: Identify the Topic

Look at the example email below, see if you can identify the topic of each paragraph.
Dear Teacher,
I hope you are doing well. 
I am writing to tell you that I will miss class tomorrow. I have a doctor’s appointment, so I cannot come. I will check the homework on the class website.
Can you please tell me if we are doing something important in class?
Sincerely,
Lin


Exercise 6: Break the Paragraphs

The following email is not broken into paragraphs. Break it into paragraphs based on the topics of the sentences.
Dear Teacher,
I hope you are doing well. I looked at my quiz grade, and I am a little worried. I studied a lot, but I did not do well. Is it possible to do extra work or a retake? Thank you for your time.
Sincerely,
Diego
Exercise 7: Identify the Noun

Identify what noun the pronoun is replacing in the sentences below:
Ex. I am worried about my grade on the quiz. Can I retake it? → It refers to the quiz.
1. She is reading a new book. It is very good.
2. Jose and Emily are eating lunch together. They are having fun.
3. Amina puts on a coat because she doesn’t like cold weather.
4. Ashley has a new bike. She really likes it.
5. My shoes are very old. I need to replace them
6. I saw a dog in the park today. It was very cute and fluffy.
7. We like to watch movies at night. We don’t always finish them.
8. Jon plays soccer outside. Then, he drinks some water.
9. Mia always makes me laugh. She is a very good friend.
10.  Thais and Lucas talk to their teacher. They want to ask her a question about the test.


Exercise 8: Identify the Noun 2

Underline the pronouns in the email below. Then, identify what they are referring to.
Dear Teacher,
I hope you are doing well.
I tried to do the homework, but it was very hard. I still didn’t understand it. I looked at your instructions, but they didn’t help me much.
Can you explain it to me again?
Thank you,
Miguel


Exercise 9: Apply it to Your Draft

Underline all the pronouns in your own email. Then, switch emails with a partner. See if they can identify what nouns your pronouns refer to. If they can’t, consider repeating the noun instead of using a pronoun.
Exercise 10: Combine with Because

Combine the following sentences using because.
1. The students are quiet. The teacher is talking.
2. She is happy. She got a good grade.
3. They are running. They are late for class.
4. I am tired. I studied all night.
5. He missed school. He was sick.
6. We are learning English. We want to speak better.
7. The class is short today. There is a meeting.
8. I am asking questions. I don’t understand.
9. She is reading a book. She has a test tomorrow.
10. They are smiling. They finished their work.

Exercise 11: Combine with So

Combine the following two sentences using so.
1. The students studied hard. They passed the test.
2. She forgot her book. She asked to borrow one.
3. He was tired. He took a short break.
4. We finished the project early. We went outside.
5. They didn’t understand the lesson. They asked questions.
6. I was late. I missed the first part of class.
7. The teacher explained clearly. Everyone understood.
8. She practiced a lot. She played well in the game.
9. They worked together. The work was easy.
10.  I didn’t study. I didn’t do well on the quiz.

Exercise 12: Combine the Sentences

Combine the following sentences using becauseor so.
1. The students stayed after class. They needed help.
2. She missed the quiz. She was sick.
3. He studied hard. He got a good grade.
4. We didn’t understand the homework. We asked the teacher.
5. They are quiet. The test is starting
6. I forgot my notebook. I borrowed one from a friend.
7. She practiced every day. She wants to improve.
8. The teacher was late. The class started late.
9. He is tired. He stayed up late studying.
10. They finished early. They played a game.

Exercise 13: Combine Sentences in an Email


Look at the example email below. Are there any sentences that show cause and effect? Combine them using becauseor so.
Dear Teacher,
I want to tell you that I missed class yesterday. I was sick.
I stayed home and rested. I feel better now.
I know we had an important lesson. I will look at the class notes.
 Can you please tell me if there is any homework.
Thank you for your help!
 Lina


Exercise 14: Apply it to Your Draft

Look at your own email. Are there any sentences that show cause and effect? Combine them using becauseor so.



Read this online at https://open.byu.edu/fb_writing/pre_email
