 SEQ CHAPTER \h \r 1Example Bad News Letter: Response to student request to receive passing grade on the basis of final exam only. 
English Department

Coulter Building

Western Carolina University

Cullowhee, NC 28723

Angelica Waters

999 Cosmic Ave, 

Los Angeles, CA 99999 

Dear Angelica:

Thanks for your final exam. I'm glad you got your final done, even though I had already turned in the grades when I received it at 5:00.The resume and letter should be useful to you. 

As you know, group work is important, but it makes up less than 30% of the grade in 401. I base most of the grade on individual writing assignments. I give these a lot of weight because I want to make sure that every student gets a chance to solve a range of writing problems.
 Although only students who have written most or all of these individual assignments can pass 401
, I know you will be able to use the skills you've learned here when you can devote the time it takes to do all the work. You are a naturally strong writer, and your group had good things to say about you. 

I hope the rest of your summer is relaxing, or at least not as hectic as the first part was. Good luck.

Sincerely, 

Mary Adams

�USE STANDARD BUFFER: APPRECIATION/ FAIRNESS. BREAK PARAGRAPH. 


�PUT REASONS OR EXPLANATIONS FIRST.


�IMPLY BAD NEWS BY STATING POSITIVE ACTIONS YOU’VE TAKEN; GRAMMATICALLY SUBORDINATE IT TO POSITIVE NEWS OR EMBED IT IN THE MIDDLE OF A SENTENCE. 


�IF POSSIBLE, FOLLOW BAD NEWS WITH POSITIVE ADVICE (NOT CRITICISM) OR ALTERNATIVES. 


�MAKE SURE COURTEOUS CLOSE IS RESPECTFUL AND OPTIMISTIC, DOES NOT REFER TO NEWS, AND LIMITS FUTURE CORRESPONDENCE. DON’T BE INSINCERE; AVOID CLICHES. 





