


CD-ROM Activity 07-1





Instructions:  Write a memorandum, using proper format, for the following situation:





Your supervisor has asked you to write a memorandum requesting that employees follow fire-prevention procedures more carefully.  One violation that has been observed recently was doors to stairways being propped open, which would allow a fire to spread quickly to other floors.  Also, at several locations within the office, boxes have been blocking aisles that need to be left open for quick exit in case of fire.








