
CD-ROM Activity 08-4

Instructions:  Edit the following document correcting all grammatical errors as well as revising the document to adhere to the writing principles presented in Chapters 1-4.

TO:

All Employees

FROM:
Liz Specht, Chair of Employee Relations Board

DATE:

March 26, <year>

SUBJECT:
New Work Schedule

Sumer is fast approaching and to many that means a different lifestyle.  Hopkinton Industrys is considering going to a 4-day workweek during the months of June, July, and Aug.  Our workweek would be Monday through Thursday, and you would work from 6:30 a.m. to 5:30 p.m.

The advantage of such a schedule include

· 3-day weekends to spend with family and/or friends

· lower transportation costs (4 days of transportation to and from work)

· decreased child care

· the company will have lower utility bills, which could translate to more profit sharing for employees

Please send an e-mail to Sharon Crowley by April 16 telling whether you would favor going to a 4-day workweek during the summer.

The Employee Relations Board is meeting with the management cabinet on April 20, at which time a dicision will be made on this proposal.
