
Sample Correspondence Worksheet
Directions: After carefully reading Figures 5.1 through 5.3 in Chapter 5, Brief Correspondence, answer the following questions.

Point out some features of the e-mail, such as the address book and hot links. For what are these features used?

Does the e-mail message meet the needs of the audience, that is, a traveler trying to find and reserve hotel rooms?
Identify the main idea in the memo. Is it easy to find? Why? Why do you think the message was written rather than spoken? 
How do you think this memo aids the organization and keeps it running smoothly?
Identify the main idea in the letter. What kind of message do you think the letter conveys—good news or bad news?
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