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Go To web Activity 01-1

Instructions:  The following sentences are written from the “I” or “we” viewpoint.  Rewrite them so they are in the “you” viewpoint or show a benefit to the receiver of the message.

1. We are pleased to announce that we now offer four non-stop flights to Chicago every day.

2. Our policy is to offer a 2 percent discount if your account is paid within 30 days of the date of the invoice.

3. We need you to submit your expense account form to the Accounting Department by the end of the work day on Thursday.

4. I would like to welcome you as a member of the Business and Professional Women’s Society.

5. We would like to invite you to participate in our Anniversary Sale for preferred customers before we open our doors to the general public. 

6. I think you produced an excellent procedures manual for us to use in training new employees at ViaCom.

7. We are honoring our volunteers at the House of Hope at a dinner on May 12. 

8. I would like to congratulate you on your promotion to Director of Marketing.

9. I enjoyed your presentation at the sales conference on integrating technology into the basic skills courses.

10. We are pleased to announce the opening of a second location of First Bank in Rock Rapids. 

