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Part I and II
Sentence 1
I am writing this email as a follow-up to my email of 5 August 2020, in which I very reasonably requested a fuller explanation of the workload increase indicated on our team’s contract renewal.
The sentence uses commanding language that may be misunderstood by the recipient, in addition to clunky sentences like 'very reasonably.' 
My purpose of writing is to get your feedback on my 5 August 2020 email, where I wanted to hear about the workload increment as seen in my team's contract renewal.
Sentence 2
	As you know, our office’s weekly workload should add up to 37.5 hours; however, our new contract adds up to 39 hours.
	There is informal language use. ‘As you know’ sounds informal.
	Our office's weekly workload adds up to 37.5 hours instead of the new contract adding up to 39 hours.
	Sentence 3
Many members of our department are unsure whether this discrepancy represents a change in policy or an error in drafting the contract.
The sentence language is rude, thus it should use polite delivery.
Our department is unsure whether the inconsistency is a policy change or needs clarification.
	Sentence 4
The office would like you to explain yourself. Because the new contract takes effect 1 October 2020, we hope to receive a response before that date.
The email sounds disrespectful. 
We would like to hear from you before the new contract takes effect.
PART III
To: Jimmy Human,jhuman@gmail.com
From: JoeJoe@hr.com
Subject: Areas to draft in your email

1 September 2020
Dear Jimmy,
In response to your email requesting a read-over on your letter to Jimmy, I thought you would take in a few considerations. I seemed to find the email language and intonation harsh and may be misunderstood by the recipient. Since it is a professional mail, some aspects would be essential in terms of formality and to avoid sounding ingenious. Since vocal intonation is not available, tonal variation might be misunderstood by the receiver, hence miscommunicated. The situation of workload increase sounds frustrating, as your response also does; hence responding to such a critical message without sounding angry would be using more polite language.
You would consider asking for feedback from Jonathan, politely, regarding the letter you sent him. Since workload increment is critical and may need an explanation, you would ask to hear from him about the same. Since the new contract has changed, it would be essential to seek clarification before it takes effect; hence inform him without deadline dates and issues behind the policy change. What your email purpose is clearly about is the increased working hours which you are requesting from hearing Jonathan. Hence effective communication would ensure full team comprehension and explanation of what is happening.
Regards
Joey

