Formatting a business communication 
Your task in Word
· Go through the short meeting agenda below (“Messy communication”)
· Add a clear heading 
· Improve spacing 
· Use a simple list 
Do not: 
· rewrite the wording 
· add new information 
· correct grammar or style 
Focus only on layout and readability. 
Messy communication
	team meeting agenda next week tuesday at 10am room 204 we will talk about project timeline current tasks and deadlines please attend
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