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	Name
	________________________
	Class
	________________________

	Date
	________________________
	Time
	42–50 minutes



	CASE



	You missed a scheduled interview because you recorded the time incorrectly. You want to ask whether 



	the employer would consider rescheduling.



	WEAK DRAFT



	hey sorry i missed it. thought it was later. can u give me another time? thx


Part 1 — Error Hunt
	Problem I found
	Why it matters

	
	

	
	

	
	

	
	

	
	

	
	


Part 2 — Build the Structure
Subject line:
________________________________________________________________________________
________________________________________________________________________________
Greeting:
________________________________________________________________________________
________________________________________________________________________________
Acknowledgment + concise apology:
________________________________________________________________________________
________________________________________________________________________________
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CFMNY.org  |  Student Activity Packet Request to reschedule: 
________________________________________________________________________________ 
________________________________________________________________________________ 
Two availability windows: 
________________________________________________________________________________ 
________________________________________________________________________________ 
Appreciation + full-name closing: 
________________________________________________________________________________ 
________________________________________________________________________________
Part 3 — Final Email 
________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________
Reflection 
Why is taking responsibility usually stronger than giving a long explanation? ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________ ________________________________________________________________________________
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