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Business Correspondence
SIMUTECH COMPANY LTD.
INTERNAL MEMO
TO: All Staff
FROM: Human Resource Office
DATE: February 3rd, 2020
SUBJECT: HOLIDAY BONUSES

It is with pity that we inform all the employees of Simutech Company Limited that the usual holiday bonuses will not be available this year. This has come as a result of the unexpected downturn in our profits. The company has never failed to distribute the holiday bonuses every year since they were introduced in 2010. We will be working hard to make sure that the bonuses are available in the forthcoming years. The management is working on policies that will make the bonus a compulsory in future. We would like to thank all our employees for their hard work and patience as we regret for all the inconveniences this information might result to.
Thank you,
H.R Manager. 


SIMUTECH COMPANY LTD.
INTERNAL MEMO
TO: All Staff
FROM: Human Resource Office
DATE: February 3rd, 2020
SUBJECT: CHANGE IN POLICY

During system upgrade that happened last week, the support personnel discovered illegally downloaded material from the computer of one of our employees, Craig Wilson, leading to his termination. We regret seeing Wilson go as he was one of our best employees and as all of you had witnessed during our previous meeting, the management was proud of his achievements. However, Simutech is a legally operating organization and using company’s equipment for these kind of purposes exposes Simutech to legal action. 
In that case, the management wishes to remind all the employees that the use of Simutech computers and other office equipment for personal and/or illegal purposes, for instance, illegally downloading copyrighted material, is against company policy. Failure to uphold this rule might lead to termination.
Finally, the human resource department informs all Simutech staff that the administration plans to carry out random searches on individual computers. Please be compliant and offer the management personnel with the information they will require.
Thank you,
H.R Manager.
Warren Enterprises

Warren Enterprises

Chamber of Commerce,
Susan Monk,

Warren Enterprises received your email about the promotional opportunity you had indicated and we have considered it a wonderful one. The company’s logo and contact information hung on the fence that encloses the baseball stadium would be a good opportunity to reach our customers who are into baseball.
However, in our previous deal with the Chamber of Commerce, Warren Enterprises paid a $1000 float to sponsor in the annual Patriot’s Day but our company’s logo ended up being misrepresented. We have attempted to receive a refund but our calls have gone unanswered.
Therefore, Warren Enterprises wishes to request a refund before we sign the current deal, or at least lower the one-time fee of $2,000 you had indicated in your email.
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Kind Regards,
Ian
The Vice-president,
Warren Enterprises.
