[bookmark: _GoBack]Based on what you’ve learned about producing effective emails, consider the example below. What makes it appropriate or inappropriate as an example of professional communication? 
From: Cliff Yustafson 
Sent: Thursday, August 04, 2011 12:35 AM 
To: *******, Ryan 
Subject: IS IT TOO LATE? 

RYAN, 

I am terribly sorry for sending you my resume at this hour of the night, but I wanted to make sure that I would be considered for the Forklift Operator job that was posted on your company's website today. I was not sure if consideration was on a first come first serve basis which is why I have sent you my resume at this hour of the night. I may not have access to a computer tomorrow morning (darn ex-wife), which is yet another reason why I am sending you my resume at this hour of the night. Please review my resume and let me know if your company is interested in my services. I would be available to start immediately. I look forward to hearing back from you. This is Cliff Yustafson. 

Later, 

Cliff Yustafson 
Source:  adapted from http://unprofessionalemails.com/ 

