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1. I need all the information you have about methane-powered engines.
Weakness: The weakness of this stamen is that it is commanding and demanding.
Revised: Could you please share any information you have about methane-powered engines with me?
2. You people have sent me the wrong software!
Weakness: This statement shows disgust and anger and expresses dissatisfaction in a threatening way. It is also accusatory.
Revised: It is unfortunate that the software you sent me is different from the one I required.
3. It is imperative that you let me know of your decision by January 15.
Weakness: The word imperative in this statement gives an authoritative command which is not right for memo writing.
Revised: Please note that it is important that you let me know of your decision before January 15.
4. I have become cognizant of your experiments and wish to ask your advice about the following procedure.
[bookmark: _GoBack]Weakness: This statement is a request but lacks the element of a request. It rather demands and does not express request.
Revised: I have learned a lot about your experiments and I humbly request you to share your thoughts about this procedure.
5. You will find the following instructions easy enough for an ape to follow.
Weakness: This statement shows disrespect and creates the impression that the person to whom it is directed is likened to an ape.
Revised: I hope you find the following instructions easy for you to follow and understand.
6. As per your request, I am sending the country map.
Weakness: This sentence shows lack of willingness to share the country map.
Revised: Please find the country map that you requested for.
7. I am in hopes that you will call soon.
Weakness: This sentence appears too informal to be used in a memo.
Revised: I look forward to hearing from you soon.
8. We beg to differ with your interpretation of this leasing clause.
Weakness: This sentence expresses retaliation which is unsuitable in a memo.
Revised: Please allow us to express a different interpretation of this leasing clause.
