CHAPTER FOUR: Office Communications
PROCESS MEMO
Instructions: In an e-memo to your instructor, discuss three points about written communication or voice mail that you learned in this chapter. Why are these points important? Did they change your mind about what to expect on the job?

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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