REDESIGNING A BAD MEMO
	(1) In a journal, discuss what you believe are the flaws with this document.

(2) Revise this memo, following the example on p.6.


	To: Full and part-time Administrative Support Workers

From: HR

Re; Holidays

Date: November 2, 2004.

Ladies,

Each year as we get closer to Christmas all of the ladies always seem to want to take time off for shopping, traveling, and the like, and if everyone just calls in sick like last year, this is a hardship for everyone, so let’s make an effort to work together to schedule time off. HR requests that vacation time should be scheduled in advance as soon as possible for the month of December to prevent conflicts, okay? Thanks, and happy holidays




________________________________________________________________________

Process in Technical Communication (Ch.1)
Activity 9: Rewriting: Editing and Revising a Flawed Memo

Use the strategies described in your text to edit, correct, and revise the following flawed interoffice memo:
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