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. “Your company is in a prime vacation spot, and as personnel manager you get many leters from students asking about summer jobs. Company policy is
w 9 Sharing Informativ. to send everyone an application for employment, a list of the jobs you expect to have open that summer with the rate of pay for each, a description of
‘benefits for seasonal employees, and an interview schedule. Candidates must come for an intervienw at their own expense and should cal to schedule a
time in advance. Competition is Iy a small percentage of those interviewed will be hire
vance. C keen: only a small fthos - will be hired.
o Write a form letter to students whove written to you asking about summer jobs. Give them the basic information about the hiring procedure and tell
Positive Messages with them what to do nest. Be realistic about their chances, but maintain their inferest in working for you.
“"" positive Messages -
9
o 919 Announcing a Tuition Reimbursement Program

Subject Lines for Informative
and Positive Messages “Your organization has decided to encourage employees to take courses by reimbursing each eligible employee 2 maximum of $3,500 in tuition and fees
during any one calendar year. Aniyone who Wwants to participate in the program must apply before the frst class meeting: the application must be signed
Managing the Information in by the employee’s immediate supervisor. The Office of Human Resources will evaluate applications. That office has application forms; it also has
22 your Messages catalogs from nearby schools and colleges
‘The only courses employees may choose are those either related to the employee’s current position (or to a position in the company that the Payment  UnitsMij
employee might hold someday) or part of 2 job-related degree program. Again, the degree must be one that would help the employee’s current position History -
Using Benefits in Informative or that would qualify him or her for a promotion or transfer in the organization.
and Positive Messages
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§ ‘Only tuition and fees are covered, not books or supplics. People whose applications are approved will be reimbursed when they have completed the
251 Ending Informative and course with a grade of C or better. An employee cannot be reimbursed until he or she submits a copy of the approved application, an official grade

Positive Messages report, and a statement of the tuition paid. If Someone is eligible for other financial aid (scholarship, veterans benefits), the company will pay tuition
costs not covered by that aid as long as the employee does not receive more than §3,500 and as long as the total uition reimbursement does not exceed
265 Story in Informative Messages the actual cost of uition and fees

Part-time employees are not eligible; full-time employees must work at the company 2 year before they can apply to participate in the program.
ot in nformative Courses may be at any appropriate level (high school, college, or graduate). However, the Internal Revenue Service currently requires workers to pay

;s pmore tas on any reimbursement for graduate programs. Undergraduate and basic education reimbursements of $3,500 of less a year are not tased.
9 As director of human resources, write an e-mail to all employees explaining this new benefit

Varieties of Informative and Hints:
Positive Messages ® Pick an organization you knov something about. What o its employees do? What courses or degrees might help them do their jobs better?

= How much education do employees already have? How do they feel about formal schooling?
255 Solving a Sample Problem B The information in the problem is presented in 2 confusing order. Put related items together
B The problem stresses the limits of the policy. Without changing the provisions, present them positively.
‘Summary by Learning ' How will having a better educated workforce help the organization? Think about the challenges the organization faces, its competitive environment,

Objectives and so forth.
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211 Exercises and Cases 920  Summarizing Information

We've updated our read aloud feature!
51 Notes Summarize one or more of the following Giveita ryhers.

~ 1 Anarticle from a recent edition of Bloomberg Businessweek or Harvard Bustess Review.
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