Assignment: Formal Email						           Due: Class 2

Introduction. The Formal Email assignment is a requirement of CCDP2100, Sections E, K, and G. The purpose of this assignment is to promote preliminary project research and assist project team formation by having you articulate your interests for the term project in an email addressed to your instructor. Since the assignments in CCDP2100 will be linked to this term project, it is important that you form teams before Class 3 based on shared interests. It is also important that you connect these interests to basic technical concepts to fulfill the writing and speaking requirements of the course. Basic technical concepts include fundamental engineering or scientific principles or laws. In the realm of computing, basic technical concepts include fundamental logical or computational operations. Basic technical concepts explain how things work.

Assignment Requirements. The content and format requirements for the assignment follow.

Content. The Formal Email should include
· an informative subject line in the header
· a message that
· establishes why you are writing the email
· [bookmark: _GoBack]indicates which autonomous vehicles subtopic interests you
· explains why you are interested in this subtopic
· indicates two basic technical concepts that would be useful for explaining an application within this subtopic
· explains why these basic technical concepts would be useful for explaining this application within the subtopic

Format. The Formal Email should
· be in the Carleton email default format for type size and spacing
· be in formal email format: that is, it should
· have a header 
· have paragraphs without indentation but with an extra space between them 
· begin with a salutation 
· close with a valediction, followed by your name, Carleton email address, and section
· be within the word limit of 200 words, exclusive of references 
· have a minimum of one source cited[footnoteRef:1] and referenced using the Institute of Electrical and Electronics Engineers (IEEE) documentation style. [1:  Citations identify facts, graphics, ideas, information, and tables that the writer has borrowed from a source. Possible sources might include course notes, textbooks, video or audio recordings, webpages, and online documents of credible origins.] 

Submission Requirements. No drafting process is required for the Formal Email.

Soft copy. Before Class 2, send your Formal Email through your Carleton email account to your instructor so that she has a softcopy record of the email.

Hard copy. Submit a paper copy in Class 2. To ensure that the paper copy has the email header, the paper copy should be the printed version of your sent email, which is located in the sent items folder. Use the drop-down menu when the email is open to select the print function.

Evaluation. This assignment is worth 5% of your grade. It will be evaluated on the basis of audience awareness, content, format, language use, and organization. See the course outline for details concerning each element under evaluation.
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