Business Communications:  Voice Mail Assignment
· Using Sound Recorder & a microphone, leave a message for the questions from “Interacting with Others” on page 638.  Save as:   yourname1
· Leave your teacher a message letting her know that you must cancel your 2:00 p.m. appointment and reschedule for tomorrow.  Save as:   yourname2
· Leave a client a message confirming that you received their five-page fax regarding their Sales Proposal and you will be contacting them to set up a meeting sometime in the next two weeks.  The client should call you back if they have questions.  Save as:  yourname3
· Save in the VOICE folder.

· 75 points

· [image: image1.wmf]REMEMBER TO USE A PROPER VOICE AND GIVE ALL NECESSARY INFORMATION.

