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Assignment 1: Business Letter
Broadworth General Hospital
BOX PRIVATE BAG,
ATLANTA.

22nd August 2018

Jeremy Dittmer,
Employee Relations Specialist,
Wydade Consulting Services,
P.O.BOX 50,
NORTH CAROLINA.

RE: NOTICE FOR TRAINING OF BROADWORTH HOSPITAL OFFICE SUPERVISORS

Dear Dittmer,
I hereby take this chance to notify your organization of a proposed training for the Broadworth Hospital Office Supervisors. The key topics to be covered include sexual harassment and unlawful discrimination in the workplace. 
The training will be held on 10th December 2018 at the hospital's conference room. It is scheduled to begin at 2:00 pm and end at 4:30 pm. During the training, there will be a 15-minutes break where refreshment drinks and a buffet shall be served from 3.00pm to 3:15 pm.  From 4:00 pm, an interactive session between the trainer and the hospital office supervisors shall be held whereby questions from the supervisors can be answered by the trainer or their fellow supervisors. The training shall then be concluded. There are twenty officials in number.
We are requesting for a well-trained trainer as well as provision of the appropriate materials needed for the training. In the conference room, the seats and tables needed are present as well as a projector and a projection board. If any other materials are needed that the hospital can supply, kindly contact me for the arrangements to be made. You can attach a list of these materials.
Thank you for the reliable support you have always offered our hospital. We look forward to a greater experience with your staff and company. 
Sincerely yours,
Name
Administrative Assistant 
Human Resource Department
Signature 
Assignment 2: Interoffice Memo
Broadworth General Hospital
Interoffice Memo
TO: The director Human resource, Miriam Hopkins.
FROM: Meghan, Administrative Assistant in the Human Resource Department
DATE: 30th August 2018
SUBJECT: Confirmation of the Office Supervisors Training
After communication with Jeremy Dittmer, the Employee Relations Specialist at Wydade Consulting Services, the following was confirmed for the hospital training of the 20 Office supervisors. 
A trainer, Deb Walker (Email: debwalker@wydades.com ) was assigned for the event. He requested for a laptop from the hospital as well as printing of some materials that he will give the office supervisors to help them understand the key topics- sexual harassment and unlawful discrimination in the workplace.
The training will be held on 10th December 2018 at the hospital's conference room. It is scheduled to begin at 2:00 pm and end at 4:15 pm. During the training, there will be a 15-minutes break where refreshment drinks and a buffet shall be served from 3.00pm to 3:15 pm.  From 4:00 pm, an interactive session between the trainer and the hospital office supervisors shall be held whereby questions from the supervisors can be answered by the trainer or their fellow supervisors. The training shall then be concluded. 
For any inquiries kindly contact my office (*450). Welcome.
Meghan
Enclosure














Assignment 3: EMAIL
To: debwalker@wydades.com 
Cc: Jeremy.Dittmer@wyadadecs.com & m_hopkins@BroadworthGH.org  
Subject: Confirmation of the Training Seminar at Broadworth Hospital
Dear Walker,
The arrangements for the seminar to be held at Broadworth hospital, whereby you are expected to train twenty office supervisors have been put in place. 
It will be held on 10th of December 2018 from 2:00 pm to 4:15 pm. To arrive at the hospital, you need to take street 38 Atlanta. You will find a signpost at the first junction. The hospital is three-hundred meters from the first police station on your right. On arrival at the reception, the secretary shall direct you to the conference room where the meeting shall be held. 
 For any further inquiries, kindly contact me (*400). Thank you in advance and I look forward to seeing you on that date.
Sincerely,
Meghan
meghan2@BroadworthGH.org  



