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INQUIRY MEMO
TO: The Supervisor
FROM: Floor 2 mid-level manager
SUBJECT: Permission for Replacement Exploration
DATE:
It is my great pleasure to take this opportunity to inform you of the computers in my floor area are having a malfunction that is causing difficulty to workers. Productivity is slowing down because of their incapability to support many functions. Due to this, I kindly seek your permission to explore any possible replacements for me to make the necessary recommendations to you. I hope you are going to accept my request.
Yours Faithfully,
Name
Signature



CLAIM LETTER
Dear Manufacturer Y,
I believe that the machines I purchased from you do not meet the contracted specifications. The purchase seemed generally satisfactory, but there are several of them, especially those for demanding tasks that do not perform to the required adequacy. To affirm the problem, I have organized several customer service departments to resolve the issue in vain. Owing to this, I therefore kindly request for your replacement of these computers.
Yours Faithfully,
Name
Signature



ADJUSTMENT EMAIL
TO: Company ‘X’
CC: Floor 2 mid-level manager
Subject: Response to your replacement request
Dear Sir,
I hope this mail reaches at best convenient time. I have read and understood your request. It is my responsibility to resolve this issue. However, at explicit scrutiny, I oppose your claim. The records I have from the sales we released to you show that we followed your request instructions. Therefore, I attest that your replacement request is false, and the computers we issued to you met the requirements of our contract. I ask you to check for other problems within your system kindly. I wish you good luck.
Name


RHETORICAL ANALYSIS MEMO
TO: Teacher’s name
FROM: Student’s name
SUBJECT: Rhetorical Analysis of my Documents
DATE:
My document is following the rubric requirements. The correspondence is differentiated through a clear title, starting from the memo, the letter, and then the email. It includes Each of these and follows what is required promptly. All of the required content i. There are abbreviations or acronyms, so the message is in a clear and straightforward language. 
Yours Faithfully,
Signature
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