Tone Revision Assignments
Instructions:
You've just come back from a rather contentious meeting during which Joe Smith has suggested that your clerks are really messing up on the job. You have to write a memo to him suggested things you can do to alleviate any problems.
Revised Version

MEMO
To:		Joe Smith
From:		PUT YOUR NAME HERE
Date:		1 March 2004
Subject:	Problem in computer files and things we can do to alleviate them

From today’s meeting, it was clear that the errors in computer files seem to be causing a significant problem. After investigating on the same and analyzing the concerns you raised in today’s meeting, I have realized that indeed those problems are emanating from my department. However, please note that some of the problems are emanating from your department.
Therefore, some of the steps that I am going to introduce in my department with immediate effect to alleviate the concerns that you raised include, manual review of documents by members of my department. I will also introduce a verification process within my department so that all document arrangements and categorization can be verified to ascertain that the work has been done well before being sent to your department. This will go a long way in making the work easier for your department and alleviate the mix up that has been there.
As mentioned, some of the concerns emanate from your department. For example, files have been put in wrong folders and forwarded to my department. In such situations, it takes several hours to locate them and work on them. Therefore, kindly ensure strict verification procedures from your side too so that the employees in your department and those in mine can have easy time and effective work flow.
I hope to see a better working relationship between your department and mine from now moving forward. Thank you.


Instructions:
[bookmark: _GoBack]For this exercise, you are a Fire Engineering major who has been asked by the chair of your department to write a short report suggesting ways to improve the curriculum.
A Revised Version of the Report
A Report on Ways of Improving the Curriculum for Fire Engineering
The Fire Safety Department, just like other departments experiences a number of challenges that need to be addressed. Even though the administration and the department itself has tried its best, there is need for improvement on various aspects. This short report will highlight some of the problems experienced in the department and the best ways or steps that can be taken to improve the department.
Some of the problems faced by the Fire Safety Department include a mix up in the scheduling of classes, insufficient variety of courses and broken as well as non-functioning equipment.
Mix up in the scheduling of classes seems to be a significant challenge that faces the Fire Safety Department. The problem emanates from the fact that many times, the senior students as well as the junior students always find it difficult to be enrolled in the courses in the department because the freshers occupy all the slots. It would therefore be more appropriate to create more slots for people in the courses the department to give a chance to every student, especially the seniors and juniors who join the freshers alter on during the semester. Therefore, the best way is to create more slots to accommodate more people in the courses of the Fire Safety Engineering.
The overcrowding of students in some of the courses is also another challenge that the Fire Safety Department has been facing in recent years. This means that there are more people today than in the past years who need to take up courses related to Fire Safety. Therefore, in order to accommodate the large number and fulfill this growing interest among students. It will be prudent for the department to create sufficient varieties of courses in the department so as to diversify the interests of the students. This will can go a long way in helping the department to eliminate issues of fewer slots for people on particular courses. Furthermore, the problem of having repetitive course materials will be solved with the creation and diversification of courses in this department
Of most important in this department is the equipment. The department is faced with a problem of nonfunctional equipment which does not help the students to learn the necessary skills and techniques of using them. For effective imparting of knowledge to the students in this department, it is good to have functional equipment. This has financial implications, some which are too high to bear but over time, the department can engage in repairs of broken equipment as well as acquisition of new equipment and materials and this can help to create a conducive teaching learning environment for both professors and students.
I am confident that if the above-mentioned challenges are addressed, the department can experience significant improvement and excellence.
Report Prepared by: Write Your Name Here

You are the head horticulturalist for Harrelson's Greenhouses. You have been asked by upper management to write a memo outlining ways to improve the various greenhouses in your network. How do you do that without being rude to the managers who will work with you?
Revised Version of the Memo
HARRELSON’S GREENHOUSES
MEMO
To:		Greenhouse Managers
From:		Write your Name here
Date:		22 April 2007
Subject:	Recommendations for Greenhouse Enhancement
There memo is in line with the upper management’s request requiring me to write a memo to you regarding the need to improve the greenhouses in our network. After in-depth research on the current status of our greenhouses, I suggest that we implement the following two improvements to our greenhouses so that we can create improvements to our company and also maximize profits for our company.
1. Plant Breeding
As we all know, plant breeding has the potential to improve the yields of those plants which might not be doing well. Therefore, we should be able to identify those plant species which have the capability to yield more and crossbreed them with those that are not doing well so as to create a better bread that can give us better yields in our greenhouses. This will require our cooperation with genetic engineers in the company and we are all kindly requested to cooperate with them. With plant breeding, we can eliminate the poor yielding plant species and consequently increase the yields of our greenhouses which will translate to higher profits.
2. Plant Nutrition
We have to seek and find a qualified plant nutritionist who is ready to work with our company on improving the plants that were already dealing with in our greenhouses. The nutritionist might need our full cooperation in devising methods of improving our plants and we are kindly requested to offer him the necessary assistance in this process of improving our plants. We hope that with his assistance, we can realize higher yields and more profits.
I hope that the two improvements above will go a long way in helping us to create significant improvements in the plants we are dealing with and result to higher yield sin our greenhouses. If this happens, we all stand to benefit a great deal. Thank you.


Instructions:
You have been given the task of writing letters to unsuccessful job applicants. For this assignment, you should use the negative or bad news message organizational pattern.
Revised Version of the Letter
Hanover Foods
10 Industrial Park
Skokie, IL 12345
18 August 2003

Mr. Fred Smith
123 Morningside Lane
Austin, NH 11183

Dear Mr. Smith,
We regret to inform you that you’re your application for the executive training program at our company was unsuccessful. The following could be some of the reasons why your application was rejected.
It is unfortunate that your application did not meet the requirements for the executive training program of our company. After careful reading and deliberation on your application letter as well as the documents that you attached to the application, we regret to inform you that you did not meet all the requirements. It was training program required candidates who have taken an undergraduate course in human resource management, but you major is not in human resource management, Furthermore, the minimum score educational level for this training program is a master’s degree in any course related to human resource management. However, from your application, it was found that you have not yet graduated with a master’s degree. Instead, you are a master’s student currently. These coupled with other limitations hindered your approval for the executive training program.
However, not all is lost as we will keep track of your file and should any other training program come up which you meet all the requirements, we will be more than glad to invite you to make an application. We are sorry for any inconveniences and wish you all the best in your future endeavours.
We thank you for showing interest in our executive training program.
Sincerely,
Write your Name Here
Personnel Director
