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Subject line:  CANCELLATION OF THE SCHEDULED SEMINAR

Dear sir/ madam,
My name is Mr. Fredrick; I am writing this email on behalf of BTE Company in reference to the scheduled seminar themed "Managing employees who don't have enough to do" which was to take place early next month in Houston, Texas.
Every year, we the BTE offer an opportunity to many company administrators and leaders to learn important aspects of management from a wide range of world-class guest speakers. However, due to unavoidable circumstances in the logistics, we regret to announce that the scheduled seminar will not be taking place as planned. However, similar seminars will be taking place in Savannah, Georgia, and Alabama. 
This is to inform you therefore that If you wish to transfer your registration to another seminar, get a refund or even transfer your registration to one of our other sites, kindly reply to us immediately so that we may plan in advance. However, kindly note that we may not be able to refund other expenses paid for already including hotel fees, rent, and cars.
We apologize for any inconvenience caused as we request that you bear with us. 
Thanks for your support and understanding. 
Sincere,
Fredrick Thompson 
Program coordinator
Business Training Express.
Shire bakery
Livingstone, VA33607
(540) 664-0909
shireB@yahoo.com

December 10, 2020

Dr. Roberta Rodriguez,
Principal
Livingstone academy
353 duke street
Horizon, VA25040

Dear Dr. Rodriguez,
I am Mr. Dominic, a local businessman and co-owner of shire bakery down the streets from your good institution. I write this letter to you following a good gesture exhibited by 5th-grade students from your school appreciating the quality of our products; particularly our cookies and Oodles o' chips.
In my entire service life in this business, I have never felt so appreciated and recognized in the manner in which your students and their teacher Mr. Underhill did. I wish to thank him and a 5th grader young Jimmy Santiago for the recognition of what we do here every day.  I wish to particularly appreciate the fact that they decided to support a local business for their class project.
It is on this premise that we, out of our hearts, decided to send you the gifts that would serve the entire 5th-grade student body and all their teachers and assistant teacher. The hamper contains 24 boxes of our best-selling Oodles o' chips cookies. This is to show our gratitude and happiness with how you have brought up these kids, may God bless you.
Thank you again for your time and your good school culture.
Sincerely,
Dominic Albert 













MEMORANDUM

To: President Mary Mulaley (Executive director)
From: Mr. Erick Thompson (Office manager) 
Date: 10th December 2020
Subject: Suggestions to cut down the costs of office supplies 

Dear Madam,
Following a persistent concern over the rise in cost for the procurement of office supplies and the consequent unheeded requests to the members of staff to reuse papers and reduce personal copies, I wish to present to you a few suggestions I have come up with to curtail these expensive phenomena.
I have realized that most of the time, procurement is done without proper tracking. I was therefore of the opinion that employees including myself should fill out order forms that are approved only by the department heads. On the same matter, I suggest that employees should fill out special request forms in case special supplies are needed; this makes it easy to fast-track to their department manager.
Again, in order to reduce the amount of wastage on personal usage of office supplies, I kindly suggest that all office supplies otherwise not urgently in use be locked in stores while a special reminder will be necessary on the effect of prohibiting the use of supplies for personal use. To ensure that this works well, I was suggesting again for a system where employees would be charged 5cents for any personal copies and 10cents for photo paper copies. I have suggested this to be effective by setting up personal accounts for copies with their department's administrative assistant. Dear Madam, I have also noted that the price I suggested is way less than the cost outside.
Please let me know if you agree with these or if there is any area that needs further attention. 
Thanks,

Mr. Erick Thompson, office manager,
Swanson Office Solutions.




