CD-ROM Activity 07-4





Instructions:  In each of the scenarios listed below, indicate which type of message should be sent from the list below.





A.	Self-stick note


B.	Prepared message form


C.	Letter


D. 	Memo


E.	Informal note


F.	Electronic message


G.	Message reply form





You are applying for a job with Calendar Dates, Inc.








You need to let your administrative assistant know to make four (4) copies of the proposed budget for next year and attach one copy to each of the four memos that refer to the budget.








You are letting staff know that the company will be closed on Friday so the water main leading into your office building can be repaired.  








You take a telephone message for your supervisor.








You want to send a message to the local college placement office asking them to add your company’s name to the list of the participants for the upcoming job fair.








You want to ask a co-worker to join you for lunch today at Jake’s Diner at 12:15.








You need to send a message to the marketing manager and sales manager offering them choices of dates for an upcoming staff training so you can plan the meeting on the date with fewest conflicts. You need their responses as soon as possible.








You need to route a training magazine which you just received to all members of your department.








You are sending a message to someone outside your organization requesting a speaker for next month’s Optimist Club meeting.








You need a message to notify all department members of a meeting with the sales coordinator next Tuesday afternoon (there are quite a few details to be mentioned in the message).








