ASSIGNMENT 5  •  Module 4 — Chapter 7
Ask & Answer: Writing Request and Response Messages
	Name: 
	Date: 



Overview
In this assignment, you will apply the Direct Approach from Chapter 7 to write and analyze routine request and response messages. Good request messages get faster, better replies. Good response messages build goodwill and prevent unnecessary follow-up emails.

	The Direct Request Pattern (Chapter 7 Quick Reference)
1. Main Idea: State your request or point immediately.
1. Details: Provide context, specifics, and deadlines.
1. Closing: End with goodwill or a forward-looking statement.



Part 1 — Diagnose the Weak Requests
Each message below is a poorly written request. For each one, identify what is wrong (be specific) and then rewrite it using the Direct Approach. Label your rewrite: [Main Idea] / [Details] / [Closing].

	Weak Request A
"Hi, hope you're having a good week! I was just thinking, when you have a moment, and no rush at all, could you maybe look into whether the conference room is free next week? I know you're busy so just whenever."
What’s wrong with this request?


Your Direct Rewrite (label each part):







	Weak Request B
"FYI I need that thing we talked about."
What’s wrong with this request?


Your Direct Rewrite (label each part):







	Weak Request C
"I am writing this message to you to ask whether or not it would be possible for you to consider sending me the updated version of the spreadsheet that contains the budget information for the upcoming quarter at some point in the near future when you have availability."
What’s wrong with this request?


Your Direct Rewrite (label each part):







Part 2 — Write Your Own Request Email
Using the Direct Approach, write a complete professional email for the scenario below. Use the email template provided.

	Scenario:
You are a student employee at a campus event planning office. Your supervisor, Jordan Lee, asked you last week to collect volunteer sign-up forms from all club leaders. The deadline for submission was this past Monday, and you still have not received forms from two clubs: the Photography Club and the Finance Club. You need those forms by this Friday at 5 PM to finalize the event roster. Write a follow-up request email to both club leaders (you can address it generally or pick one).



	To:  _______________________________________________
Subject:  _______________________________________________
Message:













Part 3 — Write a Helpful Response
Chapter 7 teaches that a good response answers the question asked and anticipates follow-up questions. Read the incoming request below and write a response that is accurate, helpful, and maintains goodwill — even though the answer is partially “no.”

	Incoming Request:
"Hi, I’m a student and I registered for the Spring Leadership Workshop that’s happening next Saturday. I wanted to know: (1) Is lunch provided? (2) Can I bring a guest? (3) Is there parking on campus that day?"
Facts you know: Lunch IS provided (boxed lunches). Guests are NOT allowed — registered participants only. Parking in Lot B is free on weekends.



	To:  _______________________________________________
Subject:  _______________________________________________
Message:















Part 4 — Short Reflection
Answer both questions below in 2–3 sentences each.

Question A: Why does the Direct Approach work well for routine requests? What would happen if you used an indirect approach instead?





Question B: In Part 3, you had to say “no” to one of the questions. What specific strategies did you use to maintain goodwill while delivering that “no”?





Grading Criteria
	Criteria
	Points
	Score

	Part 1: All 3 requests diagnosed with specific problems identified
	25
	 

	Part 1: All 3 rewrites use Direct Approach with labeled parts
	15
	 

	Part 2: Request email is complete, direct, specific, and professional
	25
	 

	Part 3: Response answers all 3 questions, maintains goodwill for the “no”
	25
	 

	Part 4: Reflections are thoughtful and reference chapter concepts
	10
	 

	TOTAL
	100
	 



Target length: ~450–550 words across all parts.
