Ternopil National Pedagogical University


Format for emails and assignments

We have an OFFICIAL format for emails and assignments. If you do not follow the format, you may actually be graded down. YOU MUST INCLUDE YOUR NAME, GROUP NUMBER, ASSIGNMENT NUMBER, and the DUE DATE on all assignments. 

Header should appear in the upper left-hand corner. 

Sharece’s example: 

Sharece Bunn

Group 29.1

Assignment 13

DUE: October 2, 2011

EVERY e-mail should have something in the subject line. If you are merely writing a question about an assignment, write “question” in the subject line.

When you are submitting assignments, you must include your Last name, first initial and the number of assignment in the subject line. 

My name is Sharece Bunn so I would submit my assignment with the following subject line: 

Bunn, S.no13.

Last name, first initial(period)no(number of the assignment)

YOU MUST submit your assignments in this format. Only four of your eight assignments will be submitted by email. 

Teacher: Sharece M. Bunn (2011)


