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Emails
Name
Institution
Date



Email One:
	To: wblanche@thisbusiness.com

	Cc:

	Bcc:

	Subject: Request for time off to attend an occasion

	Importance: Normal

	[bookmark: _GoBack]I hope this email finds you well. Thank you for granting me an opportunity to work in the company. I am pleased since my dreams are coming true. I am writing to request for time off to attend my best friend’s wedding will be held on May 7-11. It is essential that I participate in the wedding since both my friend are very close. We had learned together, helped each other during difficult times and worked together before I was employed in this company. Again, I understand that it is short notice to be away for a week since the Company’s operations must be conducted effectively. I plan to recover the time I will not be working by calling off all my off days next month. I also promise to consult members of my department regarding different operations of the Company that will have occurred when I will be away. This will enable me to stay updated thus being in a pole position to deliver my services in an excellent manner. 
I am kindly looking forward to hearing from you. Thank you in advance.
Yours sincerely,
The Program Coordinator at Blue Insurance. 
Signature.



Email 2.
	To: jsmith@organization.org
      tjones@orgnization.org
   smarks@organization.org
    bmills@organization.org

	Cc: wblanche@thisbusiness.com

	Bcc: 

	Subject: Subject: Meeting to improve the project timeline

	Importance: High

	I hope this email finds you well. First, let me thank you as a team because of the efforts that you have made towards ensuring the completion of the project. I understand that it has not been easy mainly because the project has not been complicated. Since your team is behind on the project timeline, I have decided that it is essential holding a meeting in regards to the situation. The meeting will be a free forum since everyone will be given an opportunity to voice out their thoughts concerning the matter. Also, it is fundamental for the project to be completed within the set time. Solutions will be determined in the meeting. Every team member is required to be punctual to ensure that all the agendas in the meeting are met. The meeting is scheduled to be held on 9th March 2019 at 2pm in our board room. Everyone should also carry writing materials for reference at a later date. I am very hopeful that this meeting will help our team complete the project within a specific time. Thank you for your time. 
Yours Sincerely, 
The Program Coordinator at Blue Insurance. 
Signature



Email Three:
	To: susiejbrown@yahoo.com

	Cc:

	Bcc:

	Subject: Apology for Improper Service and Invoicing Errors.

	Importance: High

	Hello Susan, I wish to recognize the fact that the hospital and its entire fraternity owe you an apology for the way you were treated during your recent visit. The hospital is always committed and aiming at providing care to all of its patients regardless of the underlying circumstances. The issue regarding waiting for 3 hours in the waiting bay without being seen by anyone is not only unprofessional, but it is also unacceptable as far as this hospital is concerned. As such, I wish to assure you that I will take this matter to my manager to prevent another scenario from occurring.
I am also concerned about the complaint you raised regarding the additional billing of $200 which you arguably did not incur. As the billing specialist, I am concerned with correcting such errors and making sure all patients are satisfied and I promise to look into the matter and confirm with my manger and the involved nurse on the cost incurred. If we find the error really incurred, we will correct it from the invoice and get back to you as soon as possible. Sorry for the inconveniences caused.
Yours sincerely,
Billing Specialist at Maple Regional Hospital
Signature



Concerning the second email, I decided to use CC in order to inform the primary recipients who are the team members that there is a secondary recipient of the same email and in this case is the Boss; Wendy. As evident, Wendy anticipates us to complete the project in time and beat the deadline and as such, she is an interested party. Through the carbon copy, the team members will also be informed that the boss is also aware of our challenges in beating the deadline and we would all expect a response from her .There is no need to conceal Wendy through the use of BCC since everyone is a group member and requires equal treatment and information.
