Email Activity

Part 1:

To: You [New Intern]
From: Suzanne Shi [Sales Office Manager & Your Supervisor]
Subject: Revise, ASAP! Yay WEekend. 

Can you offer some feedback on this email before we send it out tonight? I put the main idea up front because I learned that in my business writing class – haha I know you're in a business writing class now so I thought you could help with this. Provide Feedback - heck even re-write the thing in order to make it clearer - and send it back to me ASAP.
· Suzanne Your FAVORITE BOSS

SUBJECT LINE: Urgent Policy ChangeURGENT POLICY OPEN social problems and CEO ASAP

To Whom IT It May Concern:	Comment by Thakkar, Aarya: No need for all capitals

HELLO Hello, it’s Friday!	Comment by Thakkar, Aarya: All capitals is not necessary
As anyone who showed up to work last week already knowsyou may have noticed, the CEO (Top Boss! Top Sales!) came to visit our carrollttonCarrollton office last week and then came to our mckinneyMcKinney office. which I consider our superstar SALES office! She sent me an email and said that we firsthand and completely totally need to consider how people we did online business. like she saw Jon shopping for sneaks and not even real ones but on a rep site which totally makes me think you aren’t even aiming for hitting that year end bonus and she saw Juli watching her cat on the cat cam from the cat treat cam all stalkerish but Something to work on is to do our best to remain focused on our tasks and ensure that we are meeting the goals and expectations that have been set. when I told you all this in a series of emails you all thought I was sending too much email and just because I told you it was fine once to “get your business done but don’t leave the office unless your with clients or a quitter” it means that you can do the business you needed to do as long as you stay in the office nonstop. Like I always say, business gotta get done if it gotta get done. That means you meet sales goals. I hope this motivates you because I find it totally motivating personally. “DONT LIMIT YOUR CHALLENGES. CHALLENGE YOUR LIMITS.” (((haha dont challenge the limits on social and shopping.))) A quote that might motivate you is, “Don’t limit your challenges. Challenge your limits.” Although we all have our off days, it is important that we do our jobs to the best of our abilities and strive for more. What I don’t’ find motivating is how some people think my new policy on social media and online shopping targets YOU or YOU instead of just making one clear policy. So, fine, you write it, and figure it out. I personally am completly understand all of your concerns about the need for flex time and ways about keeping clients and focussed on our sales goals, you know what I mean.I understand that my previous attempts have not been the most effective as it does not suit everyone’s needs. I too am guilty of taking more free time than stated in the policy because some days I feel drained, however this needs to change and that means we all stick to the policy. I would appreciate if you all could discuss and write to me about what you think should be in the updated policy. Some questions that might help us rewrite the policy are: What are some things that may help you relax more during your free time? How long do you think is a fair amount of free time? Like Mr. Miagi says wax on wax off. Let’s get a new policy written for online time and fun time because all our time is work time. The social stuff like TIKTOK and all the texting and relaxing on your breaks – where’s it going ot end? I'm guilty too! Everyone knows my deep feelings about Friends who golf but limits are limits and this is coming from the CEO – haha and JUli said I can’t just close my office door to play. I get it. There’s a window thats been made clear to me several times. I have a lot of experience with this issue that can be useful to you. Why don't we work together to write a better policy. We could answer a few questions in the road of writing up this new better policy. Some questions could be whether social and shopping helps anymore. Low key gaming maybe okay???? Golf is networking and networking is sales. What happened to clear 10minute breaks? Could phone lock up work instead? I could text you a hourly no shopping or gaming goal reminder. Should we have phone breaks like our old secretary June used to to take her ridiculous smoke breaks before she quit? Should we ban using the Internet on our work computers? Sould email and our screens be private or should everyone be able to see everything? Can you use it for personal stuff like fantasy sports? what if we did a screen share where everyones desktops appeared on one big monitor in the main area that way we could even help tag team on sales meetings. What if we stopped using the internet from 1-4 specially with appt setting. This would be unconvential for a sales agent office specially on weekends since employees need the internet to enter things into the MLS etc post listing, but then they - the SALES Agents - could focus on doing the real work of working in sales. Hitting the streets. Making bucks. Closing. That's what matters. Also, with the new law in TX about texting & driving as we know since we saw Mick gets a ticket in the parking lot haha howd you close that sale anyways, everyone needs to be extra careful about watching TIKTOK or playing AMONG US while driving so we all avoid getting tickets while driving around clients. Very awkward. Youre not all as good as Mick. Suggestions? Youre the young people who like the social so you tell me because this isnt really my problem as golf is networking and networking is sales like I said once and need to repeat. Get my drift. Maybe the office girl can put together all the comments. Since its friday afternoon and many of you left because its 6pm then just get me back all these comments by 10am saturday before I head to the lake on my NEWWWW boat - Let's keep focused on our sales goals.	Comment by Thakkar, Aarya: Sounds quite passive aggressive and hostile. A tone like this will have more of a negative impact and could lead to further issues.	Comment by Thakkar, Aarya: Everyone knows the CEO is the “Top Boss” so it is quite unnecessary. It also isn’t a very formal thing to keep in this type of email.	Comment by Thakkar, Aarya: This comment could be viewed as favoritism and a negative comment towards the Carrollton office.	Comment by Thakkar, Aarya: These words mean roughly the same thing and adds nothing to the message. In fact it overcomplicates it.	Comment by Thakkar, Aarya: Use words such as “we” to have a team-leading attitude.	Comment by Thakkar, Aarya: Extremely unprofessional to put this in an announcement about policy change. Singling people out for their actions in front of a large group of their peers seems like discrimination and could lead to severe consequences and worse job satisfaction for those individuals.	Comment by Thakkar, Aarya: Summarizes what was said earlier in a more polite way.	Comment by Thakkar, Aarya: Extremely unprofessional language. Also very confusing when reading.	Comment by Thakkar, Aarya: Showing sympathy while maintaining the current topic.	Comment by Thakkar, Aarya: Not very professional. Doesn’t quite make sense either.	Comment by Thakkar, Aarya: This seems like a tangent. Unnecessary and doesn’t add anything to the email.	Comment by Thakkar, Aarya: Unprofessional and is a negative comment towards the rest of the employees.	Comment by Thakkar, Aarya: Singling someone out again, not professional and can lead to very bad consequences
WOOHOO WEEKEND! I know many of you must have logged off by now so please get back to me as soon as you can, preferably by Monday.
Let me know ASAP about the new policy unless you have nothing useful to add. I wasn't happy with the feedback on the brakroom policy last time I sent an email to get everyone's thoughts and hopes altough the sales goals were met, so.Also, great job on meeting the sales goal after the last time we spoke!
 Sincerely,FROM Suzanne
PS: I thought this was appropriate! The sales and millennials conference I went last week said young people like these MEEMS. LETS STRATEGIZE OUR SOCIAL	Comment by Thakkar, Aarya: Not at all appropriate to be adding memes to work communications.
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1) A totally rewritten/improved version of the email for Ms. Shi’s consideration. You do not have to include all the information in Ms. Shi’s original.

To: [All the recipients]
From: Suzanne Shi
Subject: Urgent Policy Change

Happy Friday, I hope you are all doing well heading into the weekend.

As many of you may have noticed, our CEO came to visit both our Carrollton and McKinney office last week. She noticed throughout her time here that we need to reconsider how we manage our time effectively while in the office. The policy we have had in place seems to not be the best option as it doesn’t fit everyone’s needs. This is why I was hoping that we could all work together to rewrite this policy. A few basic questions that would need to be answered are: How long do you think is a fair amount of free time? And what are some things that will help you relax more and take your mind off work during your free time? 

I understand that many of you must have logged off already since it is a Friday but if you could email me back to let me know your thoughts on the policy changes by the end of day on Monday then it would be great.

Keep up the great work everybody!

Kind regards,
Suzanne Shi

2) An email reply to Ms. Shi.

Reply to the original email:

To: Suzanne Shi
From: Aarya Thakkar
Subject: Edited Policy Change Email

Hi Suzanne,

I hope you are having a good day. 

Thank you for giving me the opportunity to be part of this process. It means a lot and I really appreciate you thinking of me.

I went through and used the ‘Track Changes’ feature in Word to make some changes to your original email and I left some comments as to why I changed it. I also ended up writing my own version. Both of these documents are attached to this email.

Once again, thank you for the opportunity. If you have any questions on my changes or comments feel free to reach out again.

Kind regards,
Aarya Thakkar


To the actual email she sent out (after editing):

To: Suzanne Shi
From: Aarya Thakkar
Subject: Re: Urgent Policy Change

Hi Suzanne,

I hope you had a good weekend.

I agree with what you mentioned in the email about needing to change our policy as I too feel quite unproductive at times.

Thank you for allowing us to provide suggestions of what should be in the policy. I’m sure that working together on it will allow us to accommodate everybody’s needs.

In my opinion, a good amount of free time would be 30 minutes for every 4 hours scheduled. Something I also think would be a good idea to implement to help us all feel more relaxed during our free time is to add luxuries to our break room such as comfier seating, relaxing lights, calming music, etc. This way, we will be well rested and will be able to set our minds back on to our jobs when we come back from break. Although it may seem like a big ask, I do think that this will be the most effective way to ensuring productivity during office hours.

Once again, thank you for reaching out about this.

I hope these issues can be resolved soon.

Kind regards,
Aarya Thakkar
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