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To: The manager,			
Diamond clear window Installation Company,
Subject: change in operational schedule.
Dear Mr. Scott Diamond,

Hello Scott, there is need for change of your schedule in this week. The operations of the week need to be adjusted a bit, to suit the current matters at hand. It is to take effect from tomorrow, with attending to the Herbert street job which seeks immediate attention due to the order they had placed on our table for the services we offer. You know very well that the company’s name has earned some respect in the streets and this has come due to the way we offer our services and the seriousness we render to our customers when they ask for our services. There is need to hearken to their call and provide the service needed.
I have also noted that there is shortage in the equipment required to offer the services that is installation of windows. There is also another concern that the equipment remaining in the company only can satisfy the company to serve one installation site and for that matter, I have proposed to forgo the corporate job for the Herbert street job which require us to finish it before this weekend when there will a wedding occasion which will take place at the place. I request you to let the orders for the two jobs you had rushed because we need you immediate attention on the situation at hand and offer best of your knowledge on the matter. We are very determined to give the best of our services to our customers and that is the reason as to why we have notified you to give your remarks.
 The corporate job does not have enough equipment required for the service and thus we were asking for orders in the supplier company. Due to the past events on the delays caused by the suppliers we had the decision to opt for the Herbert which needs immediate attention. This work, has to be thoroughly done due weekend. The job need to kick on quickly from tomorrow. It is therefore with great concern that the company is in a position to tackle one of the jobs scheduled for this week and that calls for the Herbert street job. We have to take great care of the clients who are the priority of this company and are the one we serve in order to sustain the status of our company. Remember that in the company we work together to achieve the best for us and that the unity will make us to achieve much.
The aim of this message was deemed to ask you to change your weekly schedule and attend to the company’s core concerns, and which at the time requires us to choose the duty to offer between the Herbert street job or the cooperate job. There is change of work allocation due to the two to three weeks given to attend to the cooperate job which we have been allocated and the order lies under our company. Remember even in the services outlined in the companies clause include such issues like respect for our customers. I could not reach to you with immediate effect after I noted that there was an accruing problem in Diamond Company because you were off in the morning. Currently am held up by the companies schedule and am attending to the companies meeting held at the down town business. I wish to order for the materials from our suppliers so that the beginning of the next week we can begin the cooperate job.
 The Diamond Clear supplier is ready for any deliveries. If you remember well under the functions you hold for the company, one entitles the ensuring that deliveries are done in time and that’s why we wanted to inform you to contact that. Also your duties include the clients and making sure that the services of the company are offered at time without delay which make the company running smoothly. We have all what costs to make sure that there is successful functioning of the company and that we will achieve success from the service of the people. I wanted to inform you on the current situation of the company and also request you help if possible and that before the end of the day you will get back to me to iron out things well.

Yours sincerely
Lucia Diamond
Finance and scheduling manager





