CPCCBC4012B
Practical Assessment Activity 3 – Email templates.


	To: Joes Concrete supply Co.

	Email Body:

Dear Joe

I would like to order 18 trucks with a 3m3 plus load for a concrete pour on Monday 3rd October 2022 – job will commence at 6.30am.

Please send 3 trucks every 30 mins to ensure the concrete is not left waiting.

Should you have any queries please do not hesitate to contact me.






	Yours truly,
Laura Snow




	To: Peggy’s concrete finishing crew.

	Email Body:


Dear Peggy

Please supply 3 qualified concretors to place and finish the slab for our concrete pour on Monday 3rd October 2022 at 6.30am.

We will require the following equipment to complete the work:
3 x rakes
3 x mag float
3 x trowel
1 x shovel
1 x vibrator

Should you have any queries please do not hesitate to contact me.






	Yours truly,
Laura Snow





