Transmittal of Information E-mail: tell the reader what you’re sending, summarize the main point(s) of the document, mention any special circumstances about the document and specify any actions that may need to be taken. 
Part of your job in Human Resources involves ordering business cards for new employees. You are sending a sample of a business card via e-mail to a new employee to proofread.
To:

James Hebert
From:

Robert Chao
Subject: 
Proof of new business card
Attached:
Business Card – James Hebert

__________________________________________________________________________
I’ve attached the draft of your new business card for you to proofread and approve before we authorize printing 500 copies.
You’ll notice your name on the card shows as “James.” However, I’ve noticed that everyone in the office seems to call you “Jim.” Please let me know which version of your name you prefer for your business card.
Also, be sure to check the contact numbers on the card. At our firm, our clients need to be able to contact staff via cell phone. I’ve taken the cell phone number from your application, but if there is a different cell phone number you’ll be using for business purposes, please let me know.

I’d appreciate it if you could get back to me with your corrections and your approval of your business card by tomorrow morning at the latest. If we can finalize the order tomorrow morning, your cards should be back from the printers the next day.
Thanks,

Bob

