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Business Writing.
3x3 Writing Process
The proposal made by Denise seems viable, objective and workable to him but according to me, there are so many challenges which would be faced at work when dogs are allowed to roam all over. In this case, I am prompted to turn down his request. As the Division Head, I would reply to Denise through writing and I would use the 3x3 writing process which entails prewriting, writing and revising. In the prewriting sage, I would analyze the purpose of the writing which would be to turn down the proposal, anticipate the audience which is made up of Denise and the other employees, brainstorm ideas on how to draft the message objectively and avoid making the message sound biased and also choose the most appropriate medium for sending the message which would be an email. In the writing stage, I would put down my ideas on paper while making sure I am relevant. In creating the rough draft, I will focus on the main points of the message and put them down while focusing on the audience. Lastly, I would revise the message while editing any grammatical errors, proof reading and evaluating the message on whether it met the set goals which is to explain to Denise the reason for turning down his request.
The Strategy.
The response message is arguably relevant to the whole organization. As noted, the proposal was made by Denise and as such, I would first send him a direct email message explaining the reasons for turning down the request. Other employees might also be interested in coming with dogs to the workplace on the set day and as such, I would use a memo as a follow up to Denise’s email explanation. Emails are usually fast means of delivering urgent messages and as such, I am confident that Denise would know my stand as soon as possible. Emails are also formal and professional and as such, it would be easy for Denise to appreciate such a medium or strategy. I also prefer sending an email because it would be easy for Denise to reply and therefore, I would get is feedback without wasting time.
The Message.
Subject: Response to your request on “Take Your Dog to Work Day”.
Dear Denise Harper,
As the Division Head, I take this opportunity to appreciate your formal request concerning “Take Your Dog to Work Day”. As noted, you would like to help other employees appreciate that dogs are good companions and also prompt them to adopt and keep dogs as their pets and I appreciate that these are great objectives.
I  however apologize that I am unable to grant your request based on the fact that permitting employees to come to work in the company of their dogs would distort the our normal daily activities .It is my conviction that it would not be easy to control the dogs ad hence, their presence would cause so much hurdles. The dogs might cause accidents especially when stepping on wires and cables, they might bite employees when agitated and even dirtify our environment. Also, the employees will be prompted to keep controlling the dogs and this will affect their work in the diverse departments.
After analyzing then inconveniences of allowing the dogs in our work place, I am sorry that I am unable to grant your request. As an alternative, I propose you hold an onsite forum with your colleagues and share with each other on the importance of keeping dogs as pets.  Sorry for any inconveniences caused.
Thank you.

