Discussion 6.1_Team Application
Poorly Written Document
Memo #1 
To: All Branch Managers 
From: Director of Marketing 
Date: January 14, 1997 
Re: Marketing Reps. 
[bookmark: _GoBack]It has come to my attention that some of you people don’t know exactly what a Marketing Rep is or what duties are included in the position of Marketing Rep and as to why it is necessary for us to hire any to begin with. A Marketing Rep’s primary job is to bring in clients. He/she then needs to keep said clients happy. If he/she is not keeping said clients happy then said clients will no longer do business with us and the Marketing Rep is not doing his/her job correctly. The question has been posed, “How do you get clients?” That’s the Marketing Reps job and that’s what we hire them for. In the future please forward all questions of this and like nature to me, the Director of Marketing. Thank you. 
Improved Document
It has come to my attention that some employees still lack adequate knowledge about the role of Marketing Rep. The primary job of a Marketing Rep is to bring in clients. A marketing Rep keeps clients happy. Clients who are not happy cannot do business with us. The question has been posed, “How do you get clients?” That’s the Marketing Reps job and that’s what we hire them for. In the future please forward all questions of this and like nature to me, the Director of Marketing. Thank you. 
Track of Group Participation
1st Member: this member removed ambiguous pronouns hence improving the clarity of the memo. For instance, this sentence, “He/she then needs to keep said clients happy.” Was changed to, “A marketing Rep keeps clients happy.” 
2nd Member: This member addressed the aspect of consciousness by removing wordy sentences. For instance, this wordy sentence, “It has come to my attention that some of you people don’t know exactly what a Marketing Rep is or what duties are included in the position of Marketing Rep and as to why it is necessary for us to hire any to begin with.” Was changed to, “It has come to my attention that some employees still lack adequate knowledge about the role of Marketing Rep.” 
3rd Member: The third member worked on the fluency of the sentences. For instance, she changed monotonous sentences to fluent ones. For example, “If he/she is not keeping said clients happy then said clients will no longer do business with us and the Marketing Rep is not doing his/her job correctly.” This sentence was changed to, “Clients who are not happy cannot do business with us.”
4TH Sentence: this member worked on personable issues in the memo. This member adjusted the tone of the sentences to more appealing state. An example of a threatening tone was, “some of you people don’t know exactly what a Marketing Rep is” The member changed the words ‘some of you people’ to ‘some employees’ which sounds more respectable and formal.   
