1. Take inventory. Complete the chart.

Communicating at Work: Emails

October Supplies Inventory

Item In stock Required Need to Order
message pads 1 pack of 50 4 packs of 50
' toner 2 cartridges 3 cartridges
' printer ink 4 cartridges 4 cartridges
' manila envelopes 2 boxes of 100 2 boxes of 100
| paper clips 2 boxes of 100 4 boxes of 100
batteries 2 packs of 12 AAA | 2 packs of 12 AAA

2. Write an email to Henry Tudor (htudor@kingmail.com) about the supplies.
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