To: All Group Members
From: Group Leader
Date: July 11, 2019
Re: A PROPOSED MEETING
[bookmark: _GoBack]I hereby write to inform you that I was hoping we could meet on Thursday to discuss the affairs of the group especially in regard to Xavier Ericson, one of our group members. Lately, Xavier has been underperforming as he has not been proactively participating in the affairs of the group and attending most of the meetings. Furthermore, he has a history of submitting assignments late that sometimes do not adhere to the initial instructions. I believe we are all aware that the proposal project is fast approaching and failure to participate in group can consequently result in poor grades for all of us. Even though some of us could view this as a minor issue, it is important he moves together with us if he has to achieve his goals. I have confronted him over this issue and every time, he has an excuse or something else to attend to. This is, therefore, not personal but rather for the benefit of all of us including Xavier Ericson. 
That said, as the chairperson of the group, I was proposing that we converge for a meeting on Thursday to discuss the way forward for one of our team members. The main focus will be to understand his problems if any and propose ways that can help stabilize and participate fully in the group. He is and will still remain a valued member of our group and it is our responsibility to make sure that he scores good grades. 
I look forward to meeting all of you. Thank you.

Best Regards
Timmons
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