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			ENL 320
In-class assignment 1 (10%) – Spring 2021
Name: _Ali Alshashtari_____ ID_____37744_________    Section____O3_____

Background: You are planning an email to be sent to your team to ask them to park their cars far from the office and leave the limited parking you have for the customers because the area around the office has few parking spots. This policy will go into effect on the first day of work next week. You know that employees will object, but you will not change this policy because customers have been complaining about the lack of parking. 

Task: write the email to the team you are managing. Make sure to think of the employees’ needs as well. 
The email will consist of 3 paragraphs. 


Due Date: Tuesday 23 March, 5:00 pm



Email
To: Hani Elayyan
From: Ali Alshashtari
Subject: Change in Company Parking Policy
Greetings team,
This is an announcement on the changes that the management has decided to implement on matters concerning the company parking space.
Of late, our clients have been complaining that as they visit our offices, they are having difficulties finding a parking spot. We are not privileged to have an ample parking area. The company has made all considerations on this important matter and brought you this announcement. First I would like to remind you how crucial and urgent the issue is and ensure you understand that this policy considers all stakeholders, from the employees to the customers. As you may know, without our customers, our business would close down. Thus, it would be important to listen to them and offer services as required. When they complain of a lack of a parking space, it would therefore be our responsibility to grant them their wishes.
In this regard, the management has done consultations and deliberations and has come up with a conclusive policy. It may sound fast-timed but we hope you will understand the urgency of the matter. We would like to announce that all employees should reserve the company’s parking area solely for customers. Under no circumstances, including the parking area being empty, should the employees use the company parking area.
These changes should take effect beginning next week on Monday 22nd March, 2021. However, since this may require you to find parking space elsewhere, the management have decided to provide weekly vouchers to cater for your parking expenses for the rest of the month before more deliberations are made and better options are found. We are looking forward to your compliance as well as your feedback.

Kind Regards,
[bookmark: _GoBack]Ali Alshashtari. 



























Grading Rubric 

	Criterion 
	Exceeds the standard 
	Meets the standard 
	Approaches the standard  
	Needs improvement 
	Does not meet the requirements 

	The choice shows understanding of the theoretical discussion in class 
	20
	18
	16
	14
	12

	The justification correctly identifies the principles of modern communication and fits the answer chosen
	20
	18
	16
	14
	12

	The justification is written in error-free language 
	20
	18
	16
	14
	12

	The thinking demonstrated in the choices is creative and original 
	20
	18
	16
	14
	12

	The writing is coherent and shows good reasoning 
	20
	18
	16
	14
	12
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