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WEEK 7 ASSIGNMENT 1

Week 7 – Assignment 1
Chapter 14
Post University 

CIS311 Tech Writing in CIS
From:
Sales manager,
TO:     District manager,
Date:   11th December 2019.
Ref:     Sthn.l m/1/vol2.
Subject: Basic Life and Medical Proposal Forms
Thanks to all our agents and representatives for the hard work they are doing to increase sales.  The increase in proposals leads to an increase in the workload for all of us, and we have seen an increase in requests for life and medical proposals.
To aid us in keeping up with the influx of new policies and proposals, I kindly remind everyone that we have forms for basic life and medical proposals which the agents can use to create proposals more quickly and inefficient manner.  I realize the agents are doing a great job of creating new business; however, it will benefit both the administration and the agents if they complete these necessary forms on time.  This will enable us to prevent delays to the customers, and allows the agents to complete these policies quickly.  Therefore, this will allow the agents to turn over more policies faster.
We understand that sometimes even necessary policies are not everything but basic.  If a policy is more complex and brings burden to the agents, then they should go on forwarding those complaints to us to solve.
We appreciate the efforts of all our agents and their continued efforts to help us maintain an efficient flow of work that benefits all of us.
Thank you.
Cc:  General Manager,
Division manager (Sthn L).

NORTH CENTRAL UNIVERSITY
Brian E. Roach


Department of Business and Economics
Department Chair

Blackwood, New Jersey
broach@ncu.edu
Address, Field

Subject: Invitation to Join Departmental Advisory Board

Dear, Name, Field.
RE: INVITATION TO JOIN DEPARTMENTAL ADVISORY BOARD
The North Central University Department of Business and Economics is intending to create a Departmental Advisory Board. The Board formation will be useful in developing the various programs of the department. I write this letter to inform members of the community with great pleasure to you to attend the first meeting for those who will agree to serve as the Board members of the department. The Advisory team that will be created will be entitled to creating scholarship programs, offering advice on exceptional faculty and student projects, as well as students' mentorship programs. 

The board will be composed of twenty members selected from the local business community who will be of great benefit to the students as well as the University based on their standings and the status of the businesses they undertake. Also, the team will be very concerned with the issues of students' internship and community affairs to ensure the effectiveness of the department. Additionally, members of the advisory board will interact freely with the students, and the community members to pass awareness of the institution in the community. Also, members will be requested to contribute at least $ 2,000 yearly to help the department purchase the required equipment and also pay for its events and meetings.    

Since it is the first meeting of the advisory board, it is therefore planned to be held on December 17th, 2019, at 2:00 pm inside the Conference center. Therefore, after the arrangement of the first meeting, the department will be organizing its meeting twice a year. In the first meeting, members will be given appropriate directions and goals of the department through presentations. The presentations will have a practical example of tasks to be performed and the current projects that are being taken by the students.             

We desire to announce this information to you and invite you to attend the first meeting hoping that you will be compelled to join the Advisory Board Department. We are looking forward to meeting you on 17th, and start working with you to improve the department of Business and Economics.

Yours Sincerely,


Brian E. Roach,

Department Chair.  

