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Tasks:
1. Send an email to Sarah at flamingo@pgonline.co.uk and ask what makes flamingos pink.
2. Reply to an email from a pupil and add another email address in the CC box.
3. If you get a response, forward it on to erik.henderson@pgonline.co.uk.
4. Try sending an email to the person sat next to you and add vishal.scott@pgonline.co.uk to the BCC box. Who knows who else got the email?
5. Add an attachment to an email and send that to hannah.watts@pgonline.co.uk.
Email at work:
Look at the following emails and respond to them appropriately:

Email 1:
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Email 4:
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Message

dsutton@pgonline co.uk
Subject  Lunch times

Hello

Please could you send through the times of your lunch hour o that | can create the poster for

the lunchtime sports club.
Thank you

Mrsutton
Sports Club Organiser
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Message

taylor@pgonline co uk
Subject:  Sports images

Hi

1am just putting together the fixtures and results of the school sports teams for the

noticeboards. | have room for a suitable image. Could you please send one across to me.
Thank you

Mr Taylor
sports Administrator





image3.png
Message

painter332@pgonine.co.uk
Subject: Do youlike school dinners?

Dear pupil

We are doing a quick review on the lunch service at school and would very much ke your
‘opinion and a friend’s. Could you please reply to all with your rating of the lunch service below.

Excellent service 1 2 3 4 5 Poor service
Please forward to a friend too.

Mrs Painter
Catering Manager
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Message

gheadleys@pgonine.co.uk
Subject Prize nominations

Hi

‘We are holding an Arts and Music competition next month and would lie any nominations for
prizes. Please could you reply with your nomination and include the email of your nominee in

the CC box so they will know that they have been nominated by you.
Many thanks

Miss Headley
Enrichment Coordinator
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