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Letter
The head of department,
Tesla Company’s employees and customer relation department, 
3500 Deer Creek Road,
Palo Alto, CA 94304.
24th/9/2019.
Recipient address (different shareholders)
Dear esteemed customers,
RE: PROVISION OF QUALITY SERVICES
The department employees and shareholders relation in Tesla Company address the needs of its customers in the future. The company is aware of what its customers require and wish to inform you that the company will be delighted to serve all its customers effectively. 
The customer care of Tesla Company has noticed the need to update customers on new inventions and new products that the company has produced. In this regard, the company will be organizing weekly press conferences that will give insights on what is happening _, for example, the progress of manufacturing a new brand of view. The company will also be updating its customers through memorandums that will serve the same purpose and press conference.  This department will also write letters to the customers to inform them about the new models of vehicles that the company wishes to launch. Apart from memos, letters, and press conferences, the company will carry trade exhibitions that will be aimed at showcasing the products. Regular customer and interested customers will be welcomed to the exhibitions. Launching of new models will be done publicly to allow people to get information about the new model. 
Price of tesla products is another aspect which has been raised by customers. The company wishes to review the cost of all its vehicle models to accommodate the wish of the customers. The new prices will be updated in the company catalogue that will be distributed to all companies. Also, the customers will be updated through the media, letters, and memorandums that will be written immediately after the price review. This will make the bands more competitive to the market. Though Tesla Company wishes to review prices, quality vehicles will be produced and delivered to all our brands. This will cater for all our customers. 
Dear customers, thank you for your continued support and trust in tesla company’s products. 
 Sincerely,
Name and signature
The head of department
Tesla company employees and customer relations department
Memorandum
[bookmark: _GoBack]MEMORANDUM 
To: All employees
From: the head of the department, tesla employees and shareholders department
Date: 24th/9/2019
Subject: Employees’ safety and salaries
Tesla Company is determined to ensure all its employees are secure and have health cover to ensure employees’ health is protected. The company, therefore, has acquired new safety clothes that will be issued to all the employees within the next two days. All employees are thus advised to collect the safety materials from the office of employees and customer relations before the end of the set time. The company also will acquire a health insurance policy for all the employees. The policy will be shared insurance where the company will contribute 50% of the plan while employees are required to meet the remaining portion of the policy. The policy will cover the employees together with their families. This will ensure the health of Tesla Company employees will not be compromised by production.
Tesla company also wish to notify all the workers that salary review will be done within the next five years. The review will be based on the merit, and thus everyone is advised to work towards achieving the best. Those with better performance records will be awarded a present for his or her contribution to the tesla company. Any underperforming employees will be demoted accordingly. This will ensure the company has employees who are motivated to work. All are advised to take note of the highlighted issues. 
Sincerely, 
Name 
Head of the department


Reference
https://kopywritingkourse.com/how-to-write-a-memo/
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