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Collection 6

Informational Text Focus 
Graphic Organizer
Workplace Documents

preview the text  Before you read each of the following selections, preview the text for clues about its content. This can help you locate important information. On the graphic organizer below, write the answers to the following questions, as you preview the text of the business letter: 1. When should Sam check her e-mail? 2. When does she report to wardrobe? Then, write your prediction about the purpose of the letter.
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AFTER YOU READ  Review your chart, including your prediction. Now that you have finished reading the selections, does your prediction about the business letter’s purpose still seem correct? Why or why not? Write your answer below, using details from the text.
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