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Deciding on a Business Correspondence
Name of Student
Name of Institution
Date

[bookmark: _GoBack]List and describe the 3×3 writing process needed for this message. 
The first phase involved is prewriting divided into analyzing, anticipating and adapting. In this context, I will examine the request and the personality of Denise Harper, then I will predict her possible response to my feedback, and according to my knowledge of her, set a productive tone for my answer. The second phase is the writing phase which requires research, organization, and composition. I will look for specific data valuable and credible to Harper for turning down her proposal. I will consider the organization of my paper in presenting my information in a manner that is inductive but not offensive, and then I will compose my document within the same guideline. The final phase title revision involves editing, proofreading, and evaluate. I will go through the paper checking for any mistakes and at the same time assess for effectiveness. 
List and describe the strategy needed for this type of message. 
An indirect approach is quite applicable to the tone of this message. This approach provides an explanation or a list of reasons before giving a verdict, thus effective in proving my points. Hopefully, this strategy will also gradually overcome Harper's reservations. 
Write the message. 
Ms. Harper, after careful review of our business premises and analysis of business that opted for the initiative of bringing your dog to work day, our firm is not equipped to have dogs around. The threats they pose and the lack of general knowledge by our firm on such an initiative is a vital reason behind not approving your request. The firm may, however, be interested in the case of team building exercises that involve pet projects.
