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Important: Write clearly and legibly.
Work quietly and rely on yourself.

Exercise 1: Rewrite the following memo using your knowledge of writing
memorandums. You will need to add line breaks (paragraphs) and correct
punctuation.

To all employees date: November 17 ,2005 from Joe Doaks: general manager
subject: inventory.

Our latest inventory completed just this week indicates that materials are
being lost if we cannot eliminate the financial burden of this lost inventory we
will soon find that our ability to compete in the market place will have been
reduced to an extent that jeopardizes your job and mine. If anyone has any
suggestions for other changes that might help eliminate the lost inventory
problem my door is always open thanks" Also we ask that everyone cooperate
with security personnel operating our new metal detectors at the plant gate we
are deeply sorry that the actions of a few people have made it necessary to
install this equipment but we all must do whatever is necessary to protect our
jobs in this highly competitive market. For this reason everyone's help is needed
in carrying out a new inventory control policy part of the new policy contains a
new system for tool sign-out replacing the old system of tool disbursement we
hope that you will not regard this necessary step as too much of an inventory.

Exercise 2: Explain the following briefly in your own words.
l. a voucher
2. redundant
3. a subsidiary
4. a tumover

Exercise 3: Write a paragraph of 100-120 words about one of the tbllowing
topics:

What is your idea of a successful manager?
How can a person develop successful relationships in business contexts?
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