
Abdul, 

When I met with Connie this morning to discuss our launch strategy, she 
suggested that we delay the launch of the e-commerce part of our Web site 
until we solve the database problem. I agree with her. Leif and Lanna will 
launch the rest of the site on Monday as planned, but it will no longer 
contain a link to our online store. 

I would like you to work on the database problem and have it resolved by the 
end of this month so that we can add the store link on March l. We will all 
meet on Monday, March 18 at 1:00 p.m. in Library B to discuss your progress. 
If you have any immediate concerns, please let me know and copy the entire 
group on your message. 

Peter 

With a partner, brainstorm situations at work that might 
require you to write a memo or e-mail. Choose one of 
these situations, think about the purpose and audience, 
and work together to write either a (paper) memo or an 
e-mail message. 

fl 
fl 
fl 

.f/J 
fl 

Did we copy the message to all the 
appropriate people? 

Did we use a descriptive subject line? 

Did we cover only one subject? 

Did we use concise language? 

Did we use correct language, grammar, 
spelling, and punctuation? 
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