1. Downward letter communication
Mr. George Mackee 
Manager plant A
Ardnak Plastics Inc
Po. Box 3332-001415
United states of America
20th November 2020
Dear Mr. George 
Re: Emissions problem and EPA fines  
It has been noted with a lot of concern that your plant has been emoting smokestack above the EPA guidelines. This has continued to taint the company’s good reputation and brought conflicts with our regulators. The consequences to such grievous act would impact on the company’s accounts book due to impending fines that have been imposed. 
I have noted that you had requested for funds allocations for new smokestack scrubbers but due to the financial constraints, the company declined to approve the funds. Moreover, the other plants B and C were doing extremely well despite the smokestack scrubbers being worse than your plant. Consequently, my office requested you to find a solution for the problem to ensure that fines would not impose on the company.  
However, you have failed to honor the responsibility nor find a solution to reduce the smokestack levels that negatively impact on our books of account. This puts your managerial skills in question on your ability to mitigate risks and find solutions to challenges your plant is currently facing. 
Hereby, you are directed to offer a written solution and measures you will put in place to avert similar fines by EPA in future within one week. Failure to adhere to the directive would result in punitive measures against your office including immediate replacement. 
Kindly acknowledge that you have received the letter by signing a copy of document which shall be returned to my office via official email. 

Yours sincerely
(sign)
Bill 
CEO 
Ardnak Plastics Inc












2. Upward letter communication
Bill 
CEO 
Ardnak Plastics Inc
Po. Box 3332-001415
United states of America
22nd November 2020
Dear Bill
Re: Emissions problem and EPA fines  
I acknowledge that I received your letter dated 20th November 2020. 
I concur with you that you had earlier dialed informing me about the need to maintain the smokestack emissions below EPA standards to avoid problems. Since the decline to approve funds to replace the smokestack scrubbers, my plant has failed to meet the EPA standard rates. 
I have not been able to find an effective solution to this matter. However, I contacted plant B manager to find out how they are sorting out the mess. My investigation to other plants reveals that they were scheduling heavy emissions work at night to ensure that during the day when EPA takes their sporadic readings, it would be within the EPA standards. This is a short-term solution since at some point the EPA officials may catch up with this menace and organizations would heavily fine. Moreover, this would result in increasing the air contamination which may cause global warming and other environmental hazards. 
I would advise the executive to consider replacing the smokestack scrubbers in all departments without delays to avoid any harsh punishments by EPA including revocation of license and imposition of more punitive fines to the organization than before. 
Your sincerely 
(sign)
George Mackee
Plant A Manager 



3. Horizontal communication

Joseph Mark
Plant B manager 
Ardnak Plastics Inc
Po. Box 3332-001415
United states of America
21st November 2020
Re: Emissions problem and EPA fines imposed on plant A
I trust you are doing well. I write to request your assistance on how your plant has been managing the smoke emissions below the EPA standards.
Mr. Bill declined to approve funds for replacement of the smokestack scrubbers on account your plant has maintained lower EPA standards despite your scrubbers being in worse conditions. He threatened to fire me as a result hence am seeking your assistance on the matter.
I did some investigations and discovered that your plant was disposing the smoke more at night than the day hence the lower EPA standards during day were maintained. Although, Bill agrees with such a questionable solution it effectively contaminated environment and increased phase for global warming. 
The solution is temporary and soon EPA officials may catch up with the Ardnak Plastics Inc and take stern action against us. This might include revocation of license hence causing the closure of the organization and creating job losses to the respective employees. 
I would request, your plant to communicate the concerns to Bill’s office on the repercussions and what is at stake for the organization and all the employees. The organization ought to foot the costs of repairs without victimization of the staff. 
Yours sincerely,
(sign)
Plant A manager
