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Learner Name:

Date Started:

Date Completed:

Successful Completion: Yes No
Goal Path: Employment Apprenticeship
Secondary School Post Secondary Independence

Task Description: Learner will read a brief email from a co-worker and
answer questions orally or in writing

Main Competency / Task Group / Level Indicator:

e Find and Use Information / Read continuous text / Al.1

Materials Required:
e Pen/pencil and paper and/or digital device
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Learner Information
Employees often communicate with other employees by email.

Read the email.
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To... | KevinBall@AceAutoRepair.com I Busi C |
= (micl | |
Subject: |Work Order Forms |
i i i)
Hi Kevin, ~
We are out of Work QOrder forms in our shop. Deb will order more from Head Office next Monday. If you
need any forms in your store, please give your order to Deb by this Friday. If we order together, we can
save on shipping costs.
Thanks,
Dan Baker
Office Manager - Ace Auto Repair L
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Work Sheet
Task 1: Who wrote this email?
Answer:
Task 2: To whom was the email sent?
Answer:
Task 3: What forms does Dan’s shop need?
Answer:
Task 4: Who will order the forms?
Answer:
Task 5: When will the forms be ordered?
Answer:
Task 6: When does Deb need Kevin’s order?
Answer:
Task 7: What costs will Dan and Kevin save on if they order
together?
Answer:
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