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[bookmark: _GoBack]Please read carefully and respond to all three cases presented below.  You have two hours to complete the three documents.  All three cases count equally toward your grade on the exam.  You may invent needed information, such as addresses or compensation for lost services, but ensure that it is pertinent and realistic. You will be evaluated on your writing style and tone, as well as the formatting for each type of correspondence.

Case 1: Negative Correspondence

You are a program coordinator for Business Training Express (BTE) a training and development firm for business leaders.  BTE hires internationally-known speakers and authors to conduct training for business professionals throughout the southern United States. 
You generally schedule one- and two-day sessions in large cities, charging participants between $100 and $500 per session, depending on the topic and speaker.  Sessions have a participation minimum of 100 and a maximum of 500.   Participants usually find out about sessions through brochures or email invites. 
Your latest seminar, titled “Managing Employees Who Don’t Have Enough to Do,” didn’t have enough participants to offer the seminar at the Houston, Texas, site.  Only fifty-eight people signed up for the seminar.  The participation for the seminar at other sites (e.g. Savannah, Georgia, and Mobile, Alabama) is also low.  While you think it’s a great seminar, you can’t seem to convince the business community, so it’s unlikely that you’ll offer the seminar again.  
Participants have several options: they can get a refund, transfer their registration to one of the other sites, or transfer their registration to another seminar.  They need to let you know which option they want pretty quickly. 
You won’t refund any other expenses (e.g. cancellation charges for hotels, rental cars, etc.). 
Write an email to the people who signed up for the seminar and tell them it has been cancelled and convey their other options.
Case 2: Positive/Informative Correspondence

You are part owner of a family-run bakery called Shire Bakery, You received this letter from the students in a fifth grade class in your area.
Dear Owners of Shire Bakery, 
Mr. Underhill’s fifth grade class has completed an activity using your cookies, Oodles o’ Chips. We broke up a chocolate chip cookie and counted the chips.  Your cookies have pretty much the same amount of chocolate chips in each one of them. We did a lot of calculations and measurement activities. 
The best part was eating your delicious chocolate chip cookies with milk. Thank you. 
Yours truly, 
Jimmy Santiago
5th Grader at Rover Elementary
[25 student signatures are included and snapshots of the activities are included with the Mr. Underhill’s 5th grade class’s letter]
As a gesture of goodwill, your and the other owners of the Shire Bakery have decided to send cookies to the elementary school’s entire fifth grade student body, made up of 10 classes with 25 students. You’ll be sending 24 boxes (288 cookies) of your best-selling Oodles o’ Chips cookies, enough for the whole fifth grade, including teachers and teaching assistants, to get a cookie.
Write a letter to the school principal, Dr. Roberta Rodriguez, which will accompany the Oodles o’ Chips cookies explaining why you have decided to give this gift, as well as thanking young Jimmy Santiago and the rest of Mr. Underhill’s class for contacting you and supporting local businesses.





Case 3: Persuasive Correspondence

You are the office manager in Swanson Office Solutions, a small technology company. The owner of the company is fed up with how much the company is spending on office supplies and is tired of employees ordering reams of expensive paper and photo paper for their personal use. You have noticed personal photographs in the recycling bins on company-bought photo paper.

After sending out a memo requesting that employees reuse paper and keep personal copies to a minimum, costs for supplies have continued to rise in the past three months.

To fix the problem, you want to implement a new supply ordering system that requires employees to fill out order forms that will be approved by the department manager. When special supplies are needed, you want employees to fill out a special request form that can be fast-tracked to their department’s manager. All supplies will be under lock and key. You also want to remind employees that the company will no longer give free personal copies. Employees will have to pay 5 cents for personal copies and 10 cents for photo paper copies. Personal accounts for copies can be set up with their department’s administrative assistant. These prices are still well below the cost at local copy stores.

Write a memo to the company’s chief executive, President Mary Mulaley, explaining your idea and requesting permission to implement these new supply ordering policies.
