CD-ROM Activity 05-1





Instructions:  Write a letter using the direct approach for the situation outlined below.





The Background:  Mr. Gary Christiansen, Dean of Students at Monticello Community College, is writing a letter to Ms. Jamie Quinn (1378 Hidden Valley Road, Corvallis, OR 97333), to notify her that she meets all the requirements for graduation and will be graduating with high honors.  Details of the ceremony also need to be relayed to the graduates.  The ceremony will be held at the college stadium on Saturday, May 5, at 2 p.m.; students should meet at the south entrance to the stadium at 1 p.m. to line up to march into the stadium. A reception hosted by the college president at the Commons will follow immediately after the graduation ceremony.





Receiver’s Request:  Jamie filled out an application for graduation in order to participate in the ceremony.  Based on this application, it will be determined whether the necessary coursework has been completed; if it has, a cap and gown will be rented and a diploma prepared.





The School’s Policy:  Once a student has met all the requirements for graduation, fees need to be paid.  The fees include $25 for cap and gown rental, $15 for gold stole that represents high honors designation, and $20 matriculation fee for preparation of diploma.  These fees need to be paid by one month prior to graduation.  Graduates also need to indicate on month prior to graduation how many reserved seats they need for the ceremony; the maximum number a student may request is six (6). 

















 


