
English 2311 Final Exam (100 points)
The final exam below is intended to give you the opportunity to display the knowledge you have gained in this course. Read through the questions carefully, making sure to answer all parts. Type a response in a Word document, and upload to the drop box.  Each question counts 50 points. 
Question 1
Your company, a business-to-business delivery service, is instituting a non-smoking policy for all employees while on the job. Currently employees are allowed to smoke when off duty in the parking lot or in route in the delivery trucks (with the windows rolled down). Office staff can smoke in designated areas. However, the company’s insurance provider has offered to lower the premiums on insurance if the company can show a smoke-free workplace. The president of the company decided to implement a smoke-free workplace. She tells you to write the memo announcing the new policy. Think about the questions you need to answer about your readers before you write the memo. Draft a memo to the employees announcing this new policy. 

Question 2

Respond to the following case  . 

Hank works for a water purification company that has just purchased a delivery truck that will enable the company to serve clients in small towns surrounding the city where the company is located.  The boss has asked Hank to take charge of the new project and make sure everybody involved knows how and when it will work.  Hank has to do some preliminary planning for whom to contact and how.  What kind of document or documents (letters, reports, proposals, etc.) would Hank plan on to carry out his assignment?  Justify your choice.   
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