

THIS IS WHAT INSTRUCTOR SAID, I NEED A COVER LETTERFO
Where is the cover memo to me that outlines your decisions you made and the challenges you had with the assignment? Without that, this assignment has not been complete satisfactorily. In the first memo, you want to begin with a buffer. Then get to the bad news and any explanations, plans to improve. The message should be formatted in several paragraphs. Also, be careful not to promise something you can't. Bonuses are rarely compulsory, for example.
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