How to write e-mail to your teachers
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1. Make sure to have a ‘good’ title
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Bad examples Good examples
® Hello! ® Homework for English Il (May 10)
® Tomorrow ® Missing the June 2 class — English |
® Appointment: next week possible? Taro Waseda

2. Send e-mail from your Waseda-net account
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3. Identify yourself: State your full name and which course you are taking
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4. How to address your teacher
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5. Reply to the e-mail response from the teacher to say thank you
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1. Making an appointment
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Bad example

Good example

Mr. Okuma,

Hello. | am Hanako Waseda. | couldn’t
understand your lecture today. So |
need to ask you some questions. | will
see you in your office tomorrow.

Professor Okuma,

| am taking your ‘English I'class on
Tuesday, in the third period. There
were a few things | could not
understand today, and | would like to
ask some questions. Would it be
possible to visit you sometime this
week? Please let me know when you
will be available.

Thank you very much.

Hanako Waseda
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2. Asking to extend a deadline f§E¥ L /R— FD#HEHYIY ERD HSFEL

Bad example

Good example

Teacher,

| became sick yesterday and could not
attend the class so | could not give you
the report. So please wait until | will

Dear Professor Okuma,

I am enrolled in your English Il class on
Friday, in the second period. | broke my
leg a few days ago and | am still in

hospital. | am really sorry, but it is now
impossible to submit the report on time.
Would it be possible to have the
deadline extended for another week, to

May 107

bring it.

Taro Waseda

| would very much appreciate your
consideration.

Yours sincerely,
Taro Waseda

BEANZDHEDEDHFREFXLH>TWLWIONEBHIEIZLET,

o MMHUYDERZFZEFEWNT D, LS5 LF., REOEETHTNEHYBLHENI &
TY, MBOITKEBETHAIZLEHBALET,

® [ARLEFIEBALHMODUIVICHICESTET DI YLEFZDITHLEREL] ELVS K
#¥1H % | am really (terribly, awfully) sorry, but... EWS KRB TRHOEFET,

o ERDIMAIEMMNELMALTHLSTLLIN?IELSFREE LT, Would it be possble
to ~? & AL & Isthere any chancethat ... ? L EAH Y £9 ., (EAXRMIZITERITAELY,
DTIMLRENELEEELT,)

o HHUIYDERICEALTIE TLWDETI EVWSHRZHARLEL £,

® | would appreciate your consideration & (& T ZHE WV FE LE=6FEWIELET

EWSERIZHRYET, HEANICHE>THE I ES TELRETT,



3. Notifying the teacher that you will be missing from class REDERIEHRE

Bad example Good example

Ms. Okuma, Dr. Okuma,

| am going back to my hometown in | My parents called me today and told
Hokkaido tomorrow, so | can’'t attend | me that | had to go back to Hokkaido as

tomorrow’s lesson. Sorry. soon as possible for family reasons. |
am afraid that | will not be able to attend
Hanako Waseda your English | class tomorrow in the

second period. My father will write a
note for you. Also, | will ask my
classmates about homework when |
return.

Hanako Waseda
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4. Replying to your teacher  ZEENR{E

Bad example Good example

That is okay. Dear Professor Okuma,

Jiro Thank you very much for the reply. I will
____________________________________ see you in your office on Wednesday at
>

>| will be available from 3 pm to 4 pm | Jiro Waseda

>on Wednesday. Come and see me in | _____ ___ o __________________
>my office. >Jiro,

> >

>S. Okuma >| will be available from 3 pm to 4 pm
>on Wednesday. Come and see me in
>my office.

>

>S. Okuma
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