eMentors for AVID

Better Business Writing - Practice Activity

Directions: Edit and/or re-write the following emails to make them examples of quality business writing.

o Tom and | have come to the conclusion that we need to move the presentation up a week. We
are operating under a working theory that the sooner they hear our pitch, the more likely they are

to allocate funding to our project, which is obviously what we want.

e What's up, John! Just wanted to tell you that the copier is out of toner again!!! Can you fix? Thx.
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