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2. Copy and paste the message into 3. Use the rubric below to assess the

the Gunning-Fog Index online tool: effectiveness of the message’s copy.
www.gunning-fog-index.com. Then fill
in the following information.

Gunning-Fog Index Score:
Recommended score: 10 or lower

Number of Words
Recommended number: <200 words

Number of 3+ Syllable Words
Recommended number: <20 words

L
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Worksheet: Student Communications Audit

5. Based on the audit you just completed, revise the message by removing passive voice, appealing
to the student’s motivation, and including clear next steps. Remove jargon where possible; if you
must include jargon, ensure there is sufficient context for the student to understand it.
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Email Templates

» Student Seeking Admission into a Selective Program, in Need of Support

Subject: You qualify for our new program!
Dear <FirstName=>,

Welcome back! We hope that you had an amazing summer and that you all rested up
and ready to start the fall 2014 semester.

As you know, the Nursing program has a competitive admissions process based upon
grades earned. Over that last couple of years, the average cumulative GPA for
students that have been accepted to the Nursing Program has been 3.7 and above.
You are receiving this email because weive noticed that your cumulative GPA at UNC is
currently <GPA 3.0 to 3.5> which qualifies you to take advantage of our new program
designed to give pre-nursing students an additional layer of support by meeting with a
specialized advisor.

Use this link to schedule a program appointment or respond to attend one of the office
hours listed below.

» Student Struggling to Meet GPA Requirements for His/her Major

Subject: URGENT T Chemistry Plans
Hi <FirstName=>,

I am writing to follow up about an email | sent a week ago. Most science-related
industries generally look for students with a 2.8 GPA or higher. | noticed that you
currently have a <Cumulative GPA >2.5>. | would like to meet with you in person to
discuss your goals and create action steps together. Please use the link below on or
before Wednesday, October 22 to schedule an appointment during the week
of October 27.

If you have decided to switch majors, please respond to this email and let me know so
that | can work with you to ensure that the department does not put an advising hold

on your account.

Have a great day!
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