MEMORANDA:  Other Activities
Letters, Memos, and Electronic Communication

Activity 1: “Need a Vacation!” Memo

Write a memo to your supervisor requesting time off from work.  Be sure to structure your memo according to the standards explained in the text book for appropriate workforce communication.  Be specific in your request, inventing any details necessary to write the memo.

__________________________________________________________________________________________
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Activity 2: Progress Update Memo

Write a memo to your instructor, advising him or her of your status on the completion of your final writing project. In the memo, be sure to include completed tasks, uncompleted tasks, any changes to your project since the original proposal, and an updated timeline for completion.

__________________________________________________________________________________________
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Activity 6: Revising an Email Message
· Keeping in mind he techniques for writing effective email, consider the emails in your own inbox.  
· With a critical eye, read over the last 10 to 15 messages you have received from co-workers, friends, family, and acquaintances—but not spam. 
· Select one that stands out as particularly ineffective, print it, and note on the email the places in which it is not achieving its purpose.  
· Then revise the email, bringing both the original and revised drafts to class.  

· Be prepared to discuss with your group the email’s intended audience & purpose, in addition to the rationale motivating your revisions.
__________________________________________________________________________________________
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Activity 11: Advice from the Oprah Show on Writing Letters of Complaint
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Oprah Winfrey had Ellen Phillips, author of Shocked, Appalled, and Dismayed, speak on her show regarding tips for writing letters of complaint that get noticed. Read the suggestions from the show listed on the Oprah web site at "Writing the Perfect Complaint Letter" at http://www.oprah.com/tows/pastshows/tows_past_20010531_e.jhtml.

< http://www.docstoc.com/docs/4219109/Writing-the-Perfect-Complaint-Letter > 

As you read Phillips' suggestions, consider how they are similar to and different from the techniques for writing effective complaint letters discussed in your text. Which of Phillips' strategies most surprised you? Explain your response in a letter to your teacher or in an oral presentation.

Write a Complaint Letter:
· Some product you have recently purchased and/or used 

· familiarity is the key to detail

· For personal or professional purposes

· Be specific with your details
· Follow the book’s AND Phillips’ guidelines 

· (except for the color of paper)

__________________________________________________________________________________________
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Activity 14: Writing Good-News and Bad-News Letters on Campus Issues

Good-News Letter

Write a letter to the president of your college (look up his or her name and address) to express your appreciation of one of your instructors who has shown professionalism and dedication to his/her students. For example, maybe the instructor always arrives early, stays late, and works very hard to give each student individual help as needed. You think your teacher deserves the annual "Teacher of the Year" award. In the letter, give examples to prove your point.

Bad-News Letter

Write the president of your college a letter concerning a problem on campus that you would like to see rectified. Describe the problem and suggest a solution.

You will need to create your return address, inside address, etc. Be sure to use the correct format for each type of letter and include details as needed.

__________________________________________________________________________________________
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Activity 15: Writing Good-News and Bad-News Letters: Scholarship Award Announcement 


Good-News Letter 

Your club or organization awards a $3,000 scholarship each year to a student who has received excellent grades in high school and has worked in community service for at least one year. This year, you have been asked to send the winning student, April May, a letter congratulating her on winning the award. Her application showed that she has been a volunteer in a hospice, working with the terminally ill, for the last three summers. In addition, she has a 3.99/4.0 grade point average during her four years of high school. She wants to study nursing at an area community college, and $3,000 should cover most of her first year of study. Send her a letter announcing and congratulating her on the award. 

Bad-News Letter 
Your organization received more than fifty applications for the $3,000 scholarship. Many of the students had excellent grades and had served their communities in a variety of ways. While your group wanted to choose several students, you only had enough money for one award. Draft a generic bad-news letter that you can send the students who will not receive the scholarship. Encourage them to continue their good work in the community and in their studies. 

You will need to create your return address, inside address, etc. Be sure to use the correct format for each type of letter and include details as needed. 

__________________________________________________________________________________________
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Activity 18: Obtaining Letters of Recommendation 


Your portfolio exercise this week requires you to take direct action. Find someone other than a relative or close friend who is willing to write a letter of recommendation for you. Before you approach this person, be sure to record your name, address, and phone number as well as an e-mail address if you have one. In addition, make a note of the type of career you are pursuing, and the strengths that you currently can claim. The person you choose should be knowledgeable about your work habits or your character. Be prepared to explain the type of letter you desire and expand on any of the information that your "writer" needs.

As an aside: some employers refuse to write letters of recommendation because of liability and the company's policy to reject such requests. If this occurs, keep looking for someone else to write your letter. This letter can become an integral part of your portfolio when completed.

__________________________________________________________________________________________
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Document 2 - Sample Good-News Letter 


[image: image1.jpg]554 Derty Lane
Lexington, Kentucky 40522
October 3, 2004

Dr. Leroy Johnson
Fuller Unversity

435 Outer Loop.

Toledo, Ohio 42620

Dear Dr. Johnson

Congratultions!

Your proposal has been chosen for one of the sessions at our fll conference. ve.
tentatwely scheduled you for Tuesday, 230-3:30. Let me know if you'd prefera diferent
siot, and Il do my best o accommodate you.

We ok forward to hearing your presentation!

Sincerely yours,

Kim Harrs
Conference Program Chair




____________________________________________________________________________________
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Document 3 - Sample Bad-News Letter 
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Monroe, NG 28112
June 12, 2004

D Mary P. Kirk, Presitent
Monigomery Community College
1011 Page Street

Troy, NC 27371

Dear Dr. kit

It has boen a rewarding experience o attend Monigomery Community Colege for the:
past year, and | apprecte the hard work and commitment that the faculty and staff has.
Shown m since | have boen a student of the school.

Over the past few wesks | have reviewss my academc goals for the future and due to
the ever changing job market | have decded (o change my course of studies from
Business Administration to Meical Teohnology. The medical fek s a thriving market for
future employmentand it s best suited for my skis. | have decided (o ransfer to
Sandhils Communiy College when our current summer session ends.

Montgomery Community College & an excellent school but unfortunately does nol offer
the classes | noed 1o purse a fulure i the medical field. At Sandhill Communily
College; | can get a Medical Technology degres, which vill help me reach my carcer
goats.

1 wouid ke to say thank you o the staff and faculty of Montgomery Community College.
Their support and commitment have made my time here an enjoyable and vorthwhie.
experence.

Sincerely,

Jemy Owens




Write a Complaint Letter:
· Some product you have recently purchased and/or used 

· familiarity is the key to detail

· For personal or professional purposes

· Be specific with your details
· Follow the book’s AND Phillips’ guidelines 

· (except for the color of paper)

Writing the Perfect Complaint Letter
By:  Ellen Phillips (As seen on the Oprah Winfrey Show)

Ever feel frustrated, upset or just plain mad about how you were treated by a store, company or agency? Ellen Phillips, author of Shocked, Appalled and Dismayed and CEO of Ellen’s Poison Pen, has helped hundreds of people recover their losses by teaching them how to write the perfect letter of complaint that's guaranteed to get results.  

· They'll Want to Read It

· No White Paper

· Use Strong Language

· Be Specific

· Be Nice

· Say “Thanks”
They'll Want to Read It
Ellen says the first thing you want to do when writing a letter of complaint is to make sure you're sending it to the proper person.  

· Never send your letter to customer service - remember they're the folks who put you on hold and leave you there. 

· Always address your letter to the CEO or owner of the company. They're the ones with the authority to do something for you. It's also a good idea to "cc" the letter to federal, state and local consumer agencies.

· Also, use bold and CAPS when addressing the letter: 

· FOR IMMEDIATE AND PERSONAL 

· ATTENTION!

No White Paper

· Do not write your letter on white paper. 
· Companies get thousands of letters on white paper, and a lot of that paper ends up in the trash. 
· You want yours to get noticed! Use nonwhite paper and make it stand out!   

Use Strong Language
· Another secret to getting your letter read is to use every strong adjective you can think of. 
· Use language that will jump up and slap somebody in the face. 
· Get a thesaurus if you need to. 
· The following words will get their attention:

· appalled
· shocking 

· egregious
· reprehensible
· outrageous 
Be Specific

· Be sure to specify your exact loss, that is, what you expect the company to do about it. 
· If you don't suggest a loss of profit and what you expect in return, what's the point of writing the letter in the first place?   

Be Nice

· And, by all means, be polite. 
· Do not be threatening or accusatory-being rude and arrogant will get you nowhere —  fast.   

Say “Thanks”
· By all means, if you get good service or a positive reply from the company, the best way to ensure that quality continues is to share your appreciation. 
· Send the company a “thank you” letter to express your gratitude.   
__________________________________________________________________________________________
Writing A Consumer Complaint Letter
More information available at The Office of Consumer Protection

When you feel you were mistreated by a business, it's often best to start with a complaint letter. If done correctly, you can often get action, especially if relatively small amounts are at stake.  
Here are some suggestions:  
1. Address the letter to a person with some real authority -- someone who can fix the problem. This is usually the head of customer service, or a top officer such as the President of the company.

2. If you are getting this information from the Internet, then you must be able to type! Type your letter.  

3. Start out with data. State (a) when you bought the product, (b) where you bought it, (c) the name and model of the product, and (d) the serial number if you have it. 
4. State the problem clearly. Be brief. Do not rant and rave (even if you are feeling that way!) Be businesslike and objective. Companies get lots of letters from "crackpots," and such letters usually do not get anywhere. 
5. State what you want. Do you want a refund? Do you want to exchange the product? If so, for what? Do you just want an apology? 

6. Send copies of relevant documents like receipts. Do not send original receipts. Keep them. 

7. Set a specific time for them to respond. A reasonable time is usually 10 business days or more. 

8. Make sure you give your phone number (specify whether it is daytime or nighttime or give both), and your address, as well as your name. If you are writing to a company on the mainland, it helps to explain the time differential to Hawai`i. There are plenty of people who have been woken up at 3 a.m. in the morning with a call from a customer service representative on the east coast. (Not a good way to get off on the right foot!) 

9. Keep a copy of everything you send. If it's a big problem, you should consider sending your letter return receipt requested, so you can prove they got it, and when. 

COMPLAINT LETTER Template
Date 
(double space)  
Your (return) address 
(double space)  
Name (person with real authority) 
Their Job Title 
Company Name 
Address City, State, Zip Code 
(double space)  
Dear  :  
Just one month ago, on March 3, 1995, I bought one of your televisions at XYZ store here in Honolulu.  It was model ABC, serial # 12345.  A copy of my receipt is enclosed.  
The TV does not work properly.  When I try to change channels using the remote control, it takes a long time to respond, and then about  half the time the channel changes to channel 3, even if I pushed the  button for some other channel.  I have checked this repeatedly to make sure I was pushing the right buttons.  I have checked the manual that came with the TV, but this problem is not mentioned in the  "Troubleshooting" section.  
I took it to your local service representative for repair.  A copy of my receipt is attached.  They worked on it, with no luck.  
I want to exchange this TV for a new one of the same model, for the same price.  
I hope we can solve this problem in a mutually agreeable way.  Please respond by April 30, 1995.  If I have no response by then, I will start looking for help from a third party, such as a consumer rights organization or an attorney.  
If appropriate, add: 
If you call me, please remember there is a __-hour time difference between your office and Hawaii.   
Very truly yours,  
(Leave four spaces for your signature)  
Joe Smith 
1234 Mauka Makai Street 
Honolulu, HI   96813 
(808) 111-2222 (daytime) 
(808) 222-3333 (evening)  
Enc. (receipt)  

