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Correspondence Options

For the following project, I decided to focus on the following three options concerning the business correspondences:
1. An internal email to all employees of Newpex Consulting Firm Employees informing them of a new vacation policy
3.    An email to all employees of Surego Chemicals and Hardware Company informing them of the Termination Tuition Reimbursement Policy
4.    An external email to Ella Ginsberg, a representative of SaleSpeed, to Request for Discount on Your Monthly Payment on Card Readers
	
Strategic Choices
In the internal letter to employees of Newpex Consulting Firm, I brought about a reasonable manner in to explain the change in the vacation policy base d on the reports from employees leaving the firm. I then explained the new policy terms and the last date for sending their emails in response to the change

In the email to Surego Chemicals and Hardware Company, I conveyed the information concerning the termination of the tuition reimbursement policy. This required an informed decision explaining the sudden turnabout of things that they understood and then asked the 20 employees who were currently benefiting from the program to seek other alternatives with immediate effect

In the external email to the SaleSpeed vendor, I first registered the complained about their cards and offered a reminder of the previous complain on the same. I then went ahead and requested for the discount on the new cards while showing a positive attitude to the awaited response in fostering better business relations
Challenges

While most of the writing was fairly straightforward thanks to the instructions and guidance, I did struggle with. Having to convey the information in the most sensitive tone in all emails, to the employees and to the external vendor. But I toned in the most compassionate yet robust manner.

To: Newpex Consulting Firm Employees
From: President of Newpex Consulting firm
Date: 28th February, 2021
Subject: New Vacation Day Policy

Dear Employees,
In light of the recent developments regarding employees who leave the firm after only a few years, often report high levels of stress, burnout, or “needing an extended break” as a reason for leaving. As one part of an effort to address the problem of employees overworking, I have decided to revise the company’s current vacation policy following an informed decision is partly based on a 2013 study jointly conducted by the Society for Human Resource Management and the U.S. Travel Association.

While the Currently Newpex’s policy allows employees to take paid time off (PTO) based on number of years of employment: 5 vacation days for employees with fewer than 3 years of employment; 10 vacation days for employees with between 3 and 5 years of employment; 15 days for employees with between 5 and 10 years of employment, and 20 days for employees with more than 10 years of employment. The current policy also allows employees to rollover vacation days at the end of the year. Data from HR indicated that the average employee had 23 days of accumulated (unused) PTO. Further, when employees left the firm, they received a payout for unused vacation days, at a rate of $350/day.

I have therefore concluded that the current policy doesn’t incentivize employees to use their vacation time, thus I decided to announce the new vacation policy. Going into effect immediately, employees with fewer than 10 years of employment will receive 15 days of vacation per year, and employees with more than 10 years will receive 20 days per year. The amount of rollover and payout will also change: employees can rollover a maximum of 5 days per year, and cannot accumulate more than 25 vacation day’s total. Employees will no longer earn cash payouts from unused PTO after January 1, 2022. Employees who have currently accumulated vacation days in excess of the allowed 25 will receive a cash payout for those days; to receive the payout, employees must submit a request form to the HR office no later than December 15, 2021.

I thank you all for your consistent cooperation and humbly request that you act accordingly to the changes. Thank you!

Sincerely,
President of Newpex Consulting Firm
Alexa Jury


To: All Employees
From: President of Surego Chemicals and Hardware Company
Subject: Termination Tuition Reimbursement Policy
Date: 28th February, 2021

Dear Employees
It is with utmost regrets that I announce the termination of our company’s tuition reimbursement policy with immediate effect. This sudden decision was arrived at following the declining trend in business in the last few years due to competition from larger regional companies. This decision is thus one measure to help offset this decline in profits, arrived at in consultation with the HR where we have decided that the company can no longer afford to continue its current tuition reimbursement program.

The 20 employees who are enrolled in the program and taking courses will be reimbursed for the present semester. We kindly ask our dear employees to seek alternative as soon as possible.

Thanks for your cooperation.

Sincerely,
President of Surego Chemicals and Hardware Company
Alexa Jury 


To: Ella Ginsberg, a representative of SaleSpeed
From: President of Park City Brewhouse
Subject: Request for Discount on Your Monthly Payment on Card Readers
Date: 28th February, 2021

Dear Mrs. Ginsberg,
I hereby register my dissatisfaction with how Sale Speed’s electronic card readers function. Servers complain that they’re unreliable and sometimes don’t work, I had reached out earlier on the same issue to the SaleSpeed’s technical support and customer service about this and been told “they are working on the issue” and that they hoped to have newer models of the readers available as upgrades within the next two months, and that you’d be notified when these were available for purchase. 

Having received an email recently from Ella Ginsberg, a representative of SaleSpeed, to upgrade to a newer version of the app that includes improved functionality for tracking sales, I thus take this opportunity to present my request for a discount on your monthly payment upon subscription on the latest model readers due to low performance of the previous readers.

I am looking forward to a seamless business agreement from your side and hoping that you look into and justify my request for better performance. Thanks in advance!
Sincerely,
President of Park City Brewhouse
Alexa Jury
