
Resource Includes

 Detailed Teacher Instructions
 6 Engaging Lessons
 Graphic Organizers 
 Points & Levels Assessment 

Rubrics
 PDF & Digital Formats



Lesson overview

 Lesson 1 - Email Etiquette
 Lesson 2 - LMS (Online Learning) Etiquette
 Lesson 3 - How To CC / BCC On An Email
 Lesson 4 - How To Attach Files To An Email
 Lesson 5 - How To Organize Your Inbox
 Lesson 6 - When To “Reply,” “Reply All” and 

Forward an Email



Detailed Teacher pages
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Sample lesson

Scaffolded 
Notes Answer Keys



Lesson formats

PDF
 Individual & Whole Unit

Digital
 Google Slides

Resource can be used in-person or online



Engaging 
Career Lesson
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