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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1) a) a memorandum is a short informal report that gives and update on status of work from the management. This is usually a quick reference to highlight aspects.  These reports are very brief and concise.
b) Letter reports are often sent on company letterheaded paper summarizing the project to outside personnel such as other directors, clients or consultants.
c) a bibliography outlines all references used in report. This is important as it will allow the reader to complete further research if required.

2) Memorandum

As of 25 /11/ 2019 a new policy will come into force. This new policy will entail all engineers to ensure their reports are concise and readable. This has come about due to lack of relevant information on written job sheets. As a result of this it is costing the company unnecessary return visits to site. 


3)  Short Report 

Introduction

We will be introducing a new service in the next month. Which will allow a faster speedier response to our customers requests. 
We will be setting up a specific telephone line for repairs / call outs only. 
This will be manned 24/7 and will only deal with the above. 



Customer Support
We would be grateful to all our customers if they would ring this line only for the stated use. 
We would also be grateful, if after using the service you would fill out a questionnaire to let us know how you found the new service. 

Questionnaire

I have enclosed a questionnaire for future use, if required. 
We look forward to hearing your thoughts on the new service and any recommendations you may have to help us improve our service 

I would like to take this opportunity in advance for your support. 


Lisa Orr 
Servicing Administrator 
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