CHAPTER THREE: DEVELOPING AND REVISING SHORT BUSINESS MESSAGES 
PROCESS MEMO
Instructions: Select a paragraph you have written for this or another class. Edit and revise your paragraph and then write a process e-memo describing what you did to produce a more effective product:  what principles of editing or revising did you apply? 
e-Memorandum

To:
[Instructor’s name]

From:
MACROBUTTON NoMacro [Click here and type name]
Date:
current date will be inserted automatically

Re:
MACROBUTTON NoMacro [Click here and type subject] 
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