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Created an e-mail messag
requesting approval for y
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Addressed the message t
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you need approval 
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message that the ideas w
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Marked the message as 
important 
 
With your teacher’s perm
sent the message 
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ve finished your project, determine whether you have completed the 
olumn. Fill in the checklist in the shaded columns below and then turn 
her along with your project. 
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