Project #1

Correspondence Packet
(email, memo, letter)

For this assignment you will produce a folder of professional
correspondence. You will need to draw from actual personal
experience, or imagine a scenario that will satisfy the assignment.
Please refer to Chapters 4, 5, & 6 in Successful Writing at Work for
formatting information. Remember: The key to successful
professional correspondence is brevity and coherence. Each
correspondence document must contain appropriate components.
Each must also maintain a professional tone, as is dictated by and
appropriate for its intended purpose and its intended audience.

- One email, written to a co-worker and discussing a problem in
the workplace. For this document, you are writing to an
employee who holds the same position as you within the
workplace; you two are workplace equals. The email is the least
formal of this assignment’s 3 documents, but it must,
nonetheless, maintain an appropriate level of professionalism
and formality. Refer to Figure 4.1 (page 120) as a guide.
(Also consider Figures 4.3 [page 125] and 4.4 [page 126] -
for the “dos-and-don’ts” of email-writing.)

« One short memo, directed to employees in your charge and
explaining a new product or procedure. Be aware that for this
correspondence document you are relaying workplace
information to employees in you charge; you are their manager.
Maintain formality and professionalism. Speak clearly and
concisely. Make sure that you include proper Memo Heading
information, and that this in formatted correctly. Use Figure
6.16 (page 223) as a guide; your memo should look (be
formatted) like this sample.

- One professional business letter, directed to a consumer who is
requesting an estimate for your/your company’s product(s)
and/or services. You are speaking on behalf of your company;
your correspondence must be professional and maintain
appropriate formality. Your information should be direct, clear,
useful, and remain on topic. Utilize appropriate Business Letter
components: heading, greeting, body, closing, etc. Use Figure
5.1 (page 156), Figure 5.3 (page 158), and Figure 5.4 (page
161) as guides.



Parts of a Letter

FIGURE 5.4 Careful Organization of a Business Letter

Office Property Management Assoclates
2400 South Lincoln Highway

Livingston, NJ 07040-9990

(201) 555-3740 www.opma.com

April 11,2016

Mr. W. T. Albritton
Albritton & Sharp, CPA
Suite 400

Suburban Office Complex
Livingston, NJ 07038-2389

Dear Mr. Albnitton:

Thank you for your recent suggestions on improving security at the
Suburban Office Complex. You will be pleased to learn that OPMA will
be making the following improvements in services, to go into effect
within 45 days.

Starting May 2, an on-site manager, Thomas Vasquez, will be available to
answer any questions you may have about the Complex and help you with

any problems you may encounter. His ten years of experience in managing
commercial office parks will benefit you and other businesses at the
Suburban Office Complex.

The new outdoor security system you asked for will be installed by May 16.
It will give you and your employees greater protection through seven
additional security cameras around the perimeters of the parking lot while
movement sensors will monitor every outside door.

I want to reassure you that none of these changes will inconvenience the
operation of your firm or interfere with your employees entering the office
complex. We are honored to have Albritton & Sharp as residents. [ welcome
your comments as these changes are implemented as well as additional
suggestions you may have.

Best wishes,
-/_)2,% e

Cheryl Hu
Vice President

wyright 2017 Cengape Learmung. Al Rights Keserved. May mot be copeed, scanned, or dephcated, in whole or i part. Due to electronic nghis, some thind party o
Jual roviow has deomscd that sy wppecised conteat docs not materially

© 2017 Cengage Learning

Clear,
professional
letterhead
with contact
information

Accurate inside
address

Introduction
comes to point
quickly and
cordially by
referencing
reader’s earlier
request

Body describes
changes with
specific details

Conclusion
builds goodwill
by promising
reader what will
be done and
how

Four spaces

left between
complimentary
close and typed
name

wheed may be wupgressed from Be ellook md'or eChapten(s

affect the ovenall lesrming experionce. Coagage Loarning rescrves e sight 1o remove additonsl comtent ot any time if subsoguent rights restrictions rogeses




158 CHAPTER 5 Writing Letters

PARTS OF A LETTER

A letter contains many parts, each of which contributes to your overall message.
The parts and their placement in your letter form the basic conventions of effective
letter writing. Readers look for certain information in key places.

The parts of a letter discussed in the following sections will appear in every let-
ter you write. Figure 5.3 is a sample letter containing all of the parts discussed here.
Note where each part is placed in the letter.

FIGURE 5.3 A Sample Letter, Full-Block Format, with All Parts Labeled

| Madison and Moore, Inc.
' Professional Architects
Heading 7900 South Manheim Road
(etterhead) : Crystal Springs, NE 71003-0092
Phone 402-555-2300 www.mmi.com [§i www.facebook.com/mmi/ [ @mmi

Date line July 14, 2016
N i Ms. Paula Jordan
address with
correct state Systems Consultant
abbreviation Broadacres Development Corp.
and zip code 12 East River Street
Detroit, MI 48001-0422
Selvtation Dear Ms. Jordan:
Sody of tetses Thank you for your letter of July 7, 2016. I have discussed your request

with the staff in our planning department and have learned that the design
modules we used for our Vestavia project are no longer available.

Left f’::i, gin In searching the Internet, however, | came across some designs from a
'yf“;;'k sp::edd California firm that might be helpful to you. California Concepts offers

plans very similar to the ones you are interested in, as you can tell from

except between

p:,::,ap,,, the design featured here: www.californiaconcepts.com/officemodule.

which are

double spaced I hope this will help you, and I wish you every success in your project.

Complimentary Sincerely yours

close ’

Company name MADISON AND MOORE, INC.

Signature . /

(ibliamn Deschocre

Writer’s name William Newhouse .§

and title Design Coordinator §

Copy notation cc: Planning Department o
— @
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CHAPTER 5 Writing Letters

FIGURE 5.1 Full-Block Letter Format with Appropriate Margins

Letterhead with Nevada Insurance Research Agency
;:';‘;::g fame 7500 South Maplewood Drive, Las Vegas, NV 89152-0026
(702) 5559876 WwWw.NIRA.org
K www.facebook.com/nira/ [J @nira
1"-1.25" 1"-1.2§"
«—>|April 7, 2016 —>
: 2 lines
All text aligned Ms. Molly Georgopolous, C.PA.
on the left-hand Business Manager
—— Meyers, Inc.
3400 South Madison Road
Reno, NV 89554-3212
Uses 2 lines
professional, Dear Ms. Georgopolous:
businesslike 2 lines
font

Text of letter

balanced on involved in an accident obtain reimbursement for medical bills and for
the page damages 10 their automobiles. If individuals have insurance, they can
receive reimbursement from their own carrier. If they do not have insurance
Generous and the other driver is uninsured and judged to be at fault, the Nevada
margins on all Bureau of Motor Vehicles revokes that party’s driver’s license until all costs
sides of the and damages are paid.
letter 2 lines
Please call me again if I can help you.
. 2 lines
Signature Sincerely yours,
written in
black ink and .
not squeezed 4 lines Cf/wﬂ.lf’t M
in between the
complementary Carmen Tredeau, President
close and typed 2 lines
signature Enclosure
:
R S e L —— §
Names of Bradley Fuller, CPCU Carmen Tredeau, CPCL Theodore Kendrick Iping L, CPCL Dora Salinas-Diego, (L s
agency'’s \k (hairpersor President Vice President Vice Presadent Vice Presadent e
executives Publc AMairs Research Actisary J6

As I promised in our telephone conversation earlier this afternoon. I am
enclosing a study of the Nevada financial responsibility law. I hope that it
will help you prepare your report.

2 lines

Let me emphasize again that probably 95 percent of all individuals who are
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Memos

FIGURE 6.16 Standard Memo Format

MEMO
TO: Lucy
FROM: Roger
DATE: November 11, 2016

SUBJECT:  Review of “Successful Website” Seminar

As you know, | attended the “How to Build a Successful Website" seminar on
November 10 and learned the “rules and tools” we can use to redesign our site.

Here is a review of the major topics covered by the presenter, Jackie Wei:

1. Keep your website content-based—identify your target audience.

2. Visualize and “map out” your site ahead of time.

3. Keep the design of your website simple and elegant; “busy” websites drive
potential customers away.

4. Be sure your site is easy to navigate, especially for international readers.

5. Use keywords to maximize your website's search engine exposure.

6. Create hot links and image maps to move users from page to page.

7. Encourage customer interaction by including a comments section.

8. Complete your site with appropriate, professional sound and animation.

9. Keep your site updated on a regular (weekly) basis.

Could we meet in the next day or two to discuss recreating our website in light

of these guidelines? | appreciate your suggestions about this project and how
we can best proceed.

Thanks.

© 2017 Cengage Losming

3. Where? Where did it take place or will it take place? Where is answered in
Figures 6.16 (the website seminar), 6.17 (the brake shop), and 6.18 (the Mayfield facility).

4. Why? Why is it an important topic? Why is clearly answered in Figures 6.16
(because the website is being redesigned), 6.17 (because it’s a safety issue), and 6.18
(because favorable publicity will help the company’s image and mission).

5. Costs? How much will it cost? Will the costs be lower or higher than a com-
petitor’s costs? Not every memo will answer financial questions, but in Figure 6.17,

the injuries discussed cost the company money, and in Figure 6.18, the specific cost
of an individual scholarship ($21,000) is an important issue.

6. Technology? What technology (software, equipment, infrastructure) is
involved? Is the technology current, able to be upgraded, safe for the environment?

Copyright 2017 Cengage Lesning. AS Raghes Keserved. May not be ¢

Memo parts

Introduction
provides
background
and tells reader
what memo
will do

Preview

Numbered list
in body helps
readers follow
information
qQuickly

Conclusion asks
for comments

’ upeed, scanned, or Suphomed, 10 whole or 8 part Deee to slecirons e, wene Band party comtest miay Yo sepyeessed 10 e ellook andiar eChugrenin)
Eadotonal vy iew has dovarod Gud sy MHTEtd O Joes et sstenially affect Cw overad Marmng expenczoe Coogage Leazzng tewirves the Aght 1O romove additonal content o Ay tme M subsegeend 1L gt ToRERTIONY raguier A




120

CHAPTER 4 E-Communications at Work: Email, Blogs, Messaging, and Social Media

FIGURE 4.1 An Email Sent to a Co-worker
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= <Ali.Fatoul@craftworks.com>
wa ™ <marge.parish@craftworks.com>

e Status of Hinson-Davis Order

Hi, Marge,

At last the Hinson-Davis Company received its order, and they are very pleased
with our service. Victor Arana, their district manager, just called me to say the
order came in at 9:00 a.m. and by 9:15 it was up on their system.

| am going to send Arana a thank-you letter today to keep up the goodwill.
Things could not have gone smoother. Congrats to all.
Thanks,

Ali Fatoul

Vice President, Sales
Craftworks
<Ali.Fatoul @ craftworks.com>
Mobile: 856-555-1782

Fax: 856-555-2341
www.craftworks.com

Unlike with your personal email, you need to consider the impact your
business email will have on your company and on your career. When you send a
business email, you are representing more than yourself and your preferences, as in
a personal email. You are speaking on behalf of your employer. Because your email
must reflect your company’s best image, make sure it is businesslike, free from
grammatical mistakes, carefully researched, and polite. Sarcasm, slang, an aggressive
tone, name-calling, and inappropriate clip art do not belong in a company email. As
we saw, Figures 4.1 and 4.2 illustrate effectively written business email. Notice that
these emails are cordial without being unprofessional.

Guidelines for Using Email on the Job

When you prepare and organize your email message, always consider your reader’s
specific needs as well as those of your company. The guidelines set out here will
help you to write effective business emails.
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CHAPTER 4 E-Communications at Work: Email, Blogs, Messaging, and Social Media

FIGURE 4.4 A Revised, Effective Version of the Poorly Written Email in Figure 4.3
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we - <sammy@dataport.com>
Sid <MWood@widedoor.com>
Providing upgrades for service contract #4552
we " Service agreement.pdf
Hello, Mary:

| would appreciate your delivering the upgrades for our service contract #4552 by
Thursday afternoon, the 13th of November, if possible.

We need to proceed to the next phase of our operation, and the upgrades are
crucial to that task.

| am attaching a copy of our service agreement with Wide Door for your
convenience.

If you run into any problems with the delivery date, please give me a call this
afternoon or email me.

Thanks,
Sammy

Samuel Atherton
Operations Assistant

Data Port, Inc.

4300 Morales Highway
San Padre, CA 95620-0326
Mobile: 723-555-1298
http://dataport.com

a blog’s success. In fact, bloggers often post the number of visitors who have left
comments at the site. To write a successful business blog, you have to

1. attract readers

2. build relationships with them

3. promote and market products, services, or ideas
4. respond to comments and suggestions

© 2017 Congage Leaming
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FIGURE 4.3 A Poorly Written Email Guilty of Flaming
[ 8 %o [rosrve—— -
3 Adal 10 HE / A '
' _ <sammy @dataport.com> ‘
, <newtech @ widedoor.com>

Upgrades | Vogue subject line

’ HEY GUYS-—veeee. - ' Unprofessional

‘ ARE YOU AWAKE OUT THERE? THIS IS THE THIRD TIME | HAVE SENT THIS

MESSAGE. AND | NEED YOU TO GET BACK TO ME STAT. MY BOSS IS ON MY
BACK.:P

greeting

Discourteous tone,
flaming

All caps
perceived as

| | NEED THE UPGRADES YOUR SALES FOLKS-ROBERT T, JAN W., AND houting

GRAF H.--PROMISED BUT NEVER MADE GOOD ON. Insufficient
information

FWIW YOU HAVE MISSED THE BOAT. (:3) O

| unprofessional

‘ emoticon
SAMMY No signature

L | block
BLOGS

Like emails, blogs (web + logs) are important e-communications for employees,

managers, and customers alike. Think of a blog as an evolving website, or a newspa-

per for which managers and employees write regular short articles, or posts. Blog-

posts are short, conversational articles giving readers current and relevant news and

commentary on a variety of issues important for your company, your brand, your

organization and your profession. Posts are generally a few paragraphs long and are

often written two to three times a week, although some bloggers post their work

more frequently, sometimes daily. Written in chronological order, blogs are dated,

titled, and frequently archived. Figures 4.5 (page 128), 4.6 (pages 130-131), and 4.7

(pages 134-135) show examples of blogs.

Blogs Are Interactive

A blog includes more than the blogger’s views. Blogs are highly interactive, allow-

ing for a two-way or often group conversation between the author and his or her

online audience. In the blogosphere, readers write comments in response to blog

posts, and the blogger and other readers can reply. This interaction is the key to

o Soemed Dt sy WPPReIend coessmn does not meterialdy affedt e overall leamng cxpeneace Coagage Lesraing peserves the gl b Mmoy ¢ aSS00ma CaRInat 51 amy S o wale uens £ B MNKTAR FQuirT &

Cu




