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CIS311 Tech Writing in CIS
Assignment 1 – Chapter 14 
1. The following email to district managers for Southern Life and Medical Insurance lacks persuasive appeal and includes negative language.  Rewrite the memo with more you-attitude and positive language.

Original Email:  
District Managers: We are having trouble with the increase in requests for life and medical proposals.  As you well know, we have forms for basic life and medical proposals so we aren’t bothered with these requests.  I know the agents tend to be lazy about doing these and would like to throw the work on us, but we need the agents to do the basic proposals themselves.  If we feel the agent can’t handle the numbers, we’ll do the complicated ones.   It’s good that sales are up, but the agents have to help with the increase in paperwork.  

The updated Email/Memo is attached below.


To: 
District Managers

From:


Date:
December 11, 2016

RE:
Basic Life and Medical Proposal Forms

Sales are up!  

Thanks to all our agents and representatives for the hard work they are doing to increase sales.  The increase in proposals does increase the workload for all of us, and we have seen a increase in requests for life and medical proposals.  

To help us keep up with the influx of new policies and proposals, I wanted to remind everyone that we have forms for basic life and medical proposals which the agents can use to create proposals quickly and efficiently.  I realize the agents are doing a great job of creating new business; however, it will benefit both administration and the agents if they complete these basic forms.  It prevents any delay to the customer, and allows the agents to quickly complete these policies.  This will allow the agents to actually turn over more policies, faster.
We do understand that sometimes even basic policies are anything but basic.  If a policy is more complex and would place an undue burden on the agents, they should continue to forward those on for us to complete. 
We greatly appreciate the efforts of all our agents, and their continued efforts to help us maintain an efficient flow of work will benefit all of us.  
2. You are assistant to the communications director of your state’s tourist bureau.  Your office prepares all the printed brochures about various state attractions, such as state parks, historical sites and recreational activities (e.g., fishing, boating, skiing).  These brochures are directed at tourists and other visitors.  Suzette Calvet writes to your office from Paris.  She is planning a month-long visit to the United States and wants information about visiting your state.  Select one location or activity in your state, and write a letter to Ms. Calvet that both provides information and persuades her to visit your area during her trip.  Tell her you are sending brochures under separate cover.  Or, if your instructor prefers, develop a one-page flyer or a brochure on the location or activity and write a letter to accompany it.  

The letter to Ms. Calvet is attached below.


	
	New Jersey Department of State
Division of Travel and Tourism
225 W. State Street
Trenton, New Jersey 08608
(609) 292-2470
	



December 11, 2016

Ms. Suzette Calvet
72 Rue De Turbigo
75003 Paris

Subject: Pennington Wine and Jazz Events

Dear Ms. Calvet,

Thank you for writing to us concerning your upcoming visit to the United States in July.  It’s my pleasure to inform you of a series of exceptional events in Pennington, New Jersey that will be going on during that time.  Pennington is located in central New Jersey, and is the home to a series of music and wine tasting events at the Hopewell Valley Vineyards during the last week of July. 
You suggested in your letter that events which showcase music and wine would be of great interest to you, and the events taking place at Hopewell should be exactly what you were looking for.  Hopewell is an award winning vineyard, having won the New Jersey Governor’s Cup for their Chambourcin in 2006.  Their 2009 Merlot also scored 92 at the Los Angeles Wine and Spirits Competition.  It represents one of New Jerseys best vineyards. 

During the week of July 23rd through July 29th, they have a week-long festival celebrating their wines and local jazz music.  Their “Jazzy Sundays” and “Thursday Evening Jazz” events are well attended and provide an excellent opportunity to sample the variety of wines available at the vineyard, and enjoy listening to the best of local jazz. 
I will be enclosing brochures and literature about Hopewell and their slated events for late July under separate cover. Based on your letter, and your stated interests, I am certain that a visit to New Jersey, and specifically the Pennington area would be a wonderful way to close our your trip to the United States.  

We look forward to your visit!

Sincerely,

Brian E. Roach

Brian E. Roach
New Jersey Division of Tourism


BR

3. You are the head of your major department at North Central University, and you need to write a form letter to 20 prominent business executives in your area.  You will address the letter individually, but each person will get the same letter.  The purpose of the letter is to ask them to serve on the Advisory Board for your department.  As members of the board, they would be involved in developing scholarships, mentoring students, offering advice for special faculty or student projects, creating internship opportunities and working in the community to enhance the reputation of the department.  They would also be encouraged to contribute $2,000 a year to the department to help purchase equipment and pay for special events.  You are not sure if tyou should mention this contribution in the letter.  You are inviting them to the first meeting of the board next month.  The board will have formal meetings twice a year, but members may work in smaller groups on certain projects, such as setting up internships.  You think this first meeting should include a tour of the department.  Add any details you think are relevant, and write a persuasive form letter that will convince these 20 business executives to become Advisory Board members for your department. 

The form letter is attached below.  NOTE: If I am writing a form letter, I would almost certainly be using mail merge functionality to produce the final letters, so I am including in this letter field notations for where address and name fields would go.  I’m not sure if this is what is expected, but it’s how I would handle creating these letters. 




	
	NORTH CENTRAL UNIVERSITY
Department of Computer Science
Blackwood, New Jersey
	Brian E. Roach
Department Chair
broach@ncu.edu


AddressField

Subject:
Invitation to Join Departmental Advisory Board

Dear NameField,

The North Central University Department of Computer Science is creating a Departmental Advisory Board.  The Board will be instrumental in the ongoing development of the department.  As a prominent member of the local business community, it is my great pleasure to invite you to attend the first meeting of the board, with the hopes that you will agree to serve as a member of the Board. 

The Advisory Board will be involved with developing scholarships, mentoring students and providing advice on special faculty or student projects.  Additionally, the Board will be instrumental in developing internship programs and working in the community to enhance the reputation of the department.  These direct interactions with students and faculty will be beneficial for their own growth, and provide you the opportunity to network with future prospect, as well as providing a greater awareness of your own company in the community in general.  
The first meeting of the board will be on January 15th, 2017 at 3:00 pm in the Departmental conference center.  Including this initial meeting, the Board will meet twice annually, but member may work in smaller groups as needed to address specific projects or goals.  This first meeting will include a tour of the department, including a brief presentation on the direction and goals of the department.  This presentation will also include an example of the work and projects currently being undertaken by our students and faculty.  

The board will be comprised of 20 members of the local business community who we believe offer the most benefit to the students and the University based on their own reputations and the reputation of the businesses in which they work.  It is our pleasure to invite you to attend this initial meeting, with the hope that you will be encouraged to join the Board. 
I look forward to seeing you on the 15th, and to working with you to advance the Computer Science Department.

Sincerely,

Brian E. Roach

Brian E. Roach
Department Chair

BR
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