Letters, Memos, and Reports Project
You will be working for Alick’s Home Medical, which is located at 19134 State Road 23 in South Bend, Indiana 46635.   Your primary job today will be to correctly format business letters and standard memos.  Nafe Alick, President of Alick’s Home Medical is your immediate supervisor. Mr. Alick is the President of Alick’s Home Medical. 

Some of the letters you have to format have some information provided to assist you while others may not.  You must be sure that each letter is complete, clear, correct, courteous, and concise.  It is extremely important that you review each document carefully to be sure that NOTHING has been omitted and that no errors of any kind slip through. The work needs to be completed by the end of the day today, so you will have approximately five (5) hours in which to complete the assignment

Special Notes:

· Use word processing software
· Key our company name and address in the letterhead where indicated.

· Proofread the rough draft for ANY possible errors including, but not limited to, spelling, grammar, punctuation, paragraphing, word usage, etc.

· Include all other appropriate information.

· Make sure jobs are complete with no errors.

· Save each job with the appropriate job number.

· Proofread, spell check, and print each job.
· Use Mr. Alick’s name and title in the closing lines unless otherwise noted.
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Task 1
Send the following letter to Ms. Sarah Marshall, 5116 Lennox Drive

South Bend, IN  46614

Alick’s Home Medical is in the process of designing a training facility at corporate headquarters.  Janice Ernsberger suggested that I contact you to see if you would be interested in asisting with the planning of the videoconferencing aspect of the facility.

The facility will serve three primary purposes.  First, it will be used for training individuals that will be brought to corporate headquarters. Second, it will be used to transmit training sessions originating at corporate headquarters to our branches located throughout Indiana..  Finally, top management for videoconferencing will use the facility with branch managers.
A copy of our preliminary designs is enclosed to give you a more complete picture of the project.  I will call you next week to see if you are interested in working with us.

Task 2
Send the following letter to Ms. Sally Smith, Placement Services, INC., 250 Colfax Avenue, South Bend, IN 46614.  
Today’s Time Star quotes you as saying in a recent talk that “More workers fail as a result of personnel traits than because of week technical skills”.  I want to quote this statement in a paper I am writing titled Why Beginning Workers Fail.   I would like to now the research studies to which you refered, so that I can include them in my reference list.
If you will send me the research references you used to support you statement, I shall be most grateful.  I am sure the references will be of grate help to me in preparing my paper.

Task 3

Send the following letter to Ms. Susan Jackson, 612 Wilson Blvd., Mishawaka, IN  46544

As you may have noted in the June 28 minutes of the Board of Directors meeting, I have been appointed to chair the Physical Therapy department of Alick’s Home Medical.
One of my most pleasant tasks is to invite to other employees to join me on that committee.  Because of your interest and experience in physical therapy, I would especially like you to be joining our department. Alick’s Home Medical is committed to a major plan for re-designing the Physical Therapy Department. We have been asked to work with all of the departments within Alick’s to create an attractive knew look to our company.
As soon as the new department is formed, we will want to have a meeting to determine our course of action on this endeavor.  Please say you’ll join me.

Ms. Lynn Martin

Physical Therapy Chairman

Task 4

Send the following memo to Customer Service concerning our Office Assistance Day Luncheon.

At the recent board meeting of Alick's Home Medical we decided to hold a luncheon on Tuesday, August 1, to honor our Customer Service Department.  The luncheon will be held in the ND room of the Holiday Inn Highway 933 in South Bend from 12:00 p.m. to 1:30 p.m.

Dr. Ruth Warren, a witty down-to-earth speaker, will give a brief talk after the luncheon.  Her topic is “Experience Counts. Place your reservations with Miss Susan Lewis, 721-8976 (Extension 748), by July 15.  We can than give the hotel an accurate count of attendees.
Task 5
Send the following memo to Emily Court regarding Alick’s Home Medical Resource Listing.
The educational resource center we started last year is growing.  We now have information from over 150 medical institutions throughout the United States.
The enclosed table is a listing of the most recent institutions providing us with information.  Please include this listing with the previous resource listing I distributed at the beginning of the year.

Task 6
Send the following letter to Mr. James VonBergen, 701 Widener Lane

South Bend, IN  46614

Thank you for taking the time to be tested for emploment at our main office yesterday. 
Within two weeks we should be able to provide you with a decision in regard to your application, and we want you to know that we will be giving your application our fullest consideration. If, for some reason, we are unable to offer you a position at this time, we will have your application and apitude test on record, which will enable us to inform you when there is an opening. 
We would like to thank you again for your time and consideration and will be in touch with you as soon as we have some definitive information for you. 

Job 7

Send the following letter to Dr Ruth Warren,1628 Lemon Drive

South Bend, IN  46628
Thank you for your confidence in our ability to serve you.  We welcome the opportunity to assist you in your medical needs.  We look forward to a continuing relationship. 
If we can do anything to assist you in your medical needs, please contact at 277-6000. Our staff is available to you. Should the need arise, please give us a call
Letters and Memos
Evaluation Checklist
Name__________________________________
Date Started________________________


Date Completed________________

Point Value


Points Earned


	Performance Indicators
	Yes
(
	No
(
	Comments

	Note:  All letters are to be keyed in block style with open punctuation
	
	
	

	Job 1—Sarah Marshall (20 points)
	
	
	

	Formatted business letter correctly

· Placed appropriately on page

· Used correct vertical spacing for all letter parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc. Supply missing letter parts.
	
	
	

	Job 2—Sally Smith (20 points)
	
	
	

	Formatted business letter correctly

· Placed appropriately on page

· Used correct vertical spacing for all letter parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc. Supply missing letter parts.
	
	
	

	Job 3—Susan Jackson (20 points)
	
	
	

	Formatted business letter correctly

· Placed appropriately on page

· Placed memo appropriately on page
· Used correct vertical spacing for all letter parts.
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc. Supply missing letter parts.
	
	
	

	Job 4—Customer Service (20 points)
	
	
	

	· Formatted standard memo correctly
	
	
	

	· Place memo appropriately on page
	
	
	

	· Used correct vertical spacing for all memo parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc.  Supply missing memo parts.
	
	
	

	Job 5—Emily Court (20 points)
	
	
	

	· Formatted standard memo correctly
	
	
	

	· Place memo appropriately on page
	
	
	

	· Used correct vertical spacing for all memo parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc.  Supply missing memo parts.
	
	
	


	Performance Indicators
	Yes
(
	No
(
	Comments

	Job 6—James VonBergen (20 points)
	
	
	

	· Formatted Thank you letter correctly
	
	
	

	· Placed letter appropriately on page
	
	
	

	· Used correct spacing for all letter parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc.  Supply missing letter parts.
	
	
	

	Job 7—Dr. Warren (20 points)
	
	
	

	· Formatted Thank you letter correctly
	
	
	

	· Placed letter appropriately on page
	
	
	

	· Used correct spacing for all letter parts
	
	
	

	Produced document free of typos, misspelled words, word usage errors, etc.  Supply missing letter parts.
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	





Student Assistant:





The preferred letter style at Alick’s Home Medical is full block with mixed punctuation.  A default font of 12-point Arial is used on letters.  Most of the work has been prepared in a real hurry in order to get it ready for you to work on today.  Please proofread everything carefully, correct all errors (there may be errors in formatting, italicizing—anything). Make sure nothing has been omitted and that no errors of any kind slip through.  Format everything properly for a letter.





Thanks!   Nafe 





Nafe
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