INTERNAL MEMO
To: The Instructor
From: Group Leader
Date: 11th July 2019
Re: THE CASE OF XAVIER ERICSON
[bookmark: _GoBack]It is with deep concern that I write you this memo about one of my group members Xavier Ericson. Xavier has been part of our group for a while now, but of late, we are experiencing some problems with him. First of all, Xavier has only attended half of our meetings because he is always busy attending to other things. At one instance, he had to miss our scheduled sessions to play soccer, and in another, he had to help his uncle on some other issues. I can refute the fact that sometimes we are confronted with unexpected problems, but his recent behaviors are alarming. Recently, he submitted his section, which was not properly done. Instead of writing about hiring tutors, he wrote about purchasing computers. It is possible that this was because he was in attendance when we went through the question. It could also mean that he failed to read the instructions carefully because he is overwhelmed with other activities that cost his concentration. This has significantly made him underperform, and I am afraid this may affect our overall 
Regarding the situation, I want to let you know that I have taken full responsibility, and I am working to ensure he is back on track. First of all, I have summoned other members to meet and discuss the issue and propose the way forward so that he concentrates to group work. Secondly, I wrote him an email today expressing my disappointment in him as well as advising him to spare some time for school work. I, therefore, want to assure you that I am taking all measures at my disposal to see him back on track.
I look forward to hearing from you!
Kind regards
Timmons
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