
 

 
 
Percentage Weight of Final Grade: 10-20%  
 

LEARNING OBJECTIVES  
• Write for a specific purpose and audience  
• Create various forms of business correspondence and documents  
• Develop effective business correspondence writing style, paying particular attention to  
  concision (i.e., avoiding wordiness), paragraph construction, and tone  
  
ASSIGNMENT  
Choose one of the following scenarios, and produce the requested documents for one scenario 
only. Each scenario asks you to prepare a range of documents. Students are responsible for 
determining the appropriate genre (email, memo, business letter, etc.) as well as the content of 
those documents.  
 
SCENARIO 1 
You are the project manager for Memory Acres-- a nationally established funeral home company 
that offers a lot of funeral services such as burial plots in the cemeteries they own. Your 
responsibilities include managing the relationships between potential cemetery sites and local 
populations as well as overseeing the day-to-day operations of projects. Working on expanding 
their presence in Tampa, FL, Memory Acres wants to purchase an additional location on vacant 
land in Hillsborough County.  
 
Mike Jones, the landscape architect, fulfills an essential role in planning and executing the 
project and is in charge of designing plans for tree removal and land resurfacing. The proposed 
land runs parallel to The Great Reservation which is one of six Tocobaga Indian reservations 
governed by the federally recognized Seminole Tribe of Florida. In addition to expanding 
Memory Acres properties, the project would create a needed access road that would help rural 
community members get to their children’s schools quicker and more directly.  
 
The preliminary plan your team has put together proposes removing many trees and resurfacing 
large plots of land that border The Great Reservation; however, there has been some pushback 
from the Tocobaga Tribe of Florida as some in the community feel the trees are culturally 
significant. They have elected the Chairman of the Tribal Council, Dekota Osceola to represent 
their interests and strongly oppose the destruction of trees and resurfacing of the area. Chairman 
Osceola has gotten in touch with the company and wants to discuss the destruction of the trees as 
well as the road benefit.  
 
You must figure out how to best appease your company’s executive board, Dekota Osceola, and 
inform your landscape architect, Mike Jones. 
 
DELIVERABLES 

• Document to the Memory Acres’ executive board 

   DOCUMENT SERIES  
      PROJECT INSTRUCTIONS 



 

• Document to Dekota Osceola, Chairman of the Tribal Council 
• Document to Mike Jones, the landscape architect 

 
SCENARIO 2 
You are the project manager of a civil engineering company. Your current project is a large-scale 
(100 miles) construction project that is restoring a portion of the wetlands in coastal Louisiana 
and SE Texas. Although the project is environmentally beneficial, the local community has taken 
issue with the inconvenience of heavy construction in its midst. 
 
Currently, you are building a series of temporary access roads so that you can get equipment 
to one of the low-lying areas. This project involves a convoy of heavy trucks. Your firm 
has received numerous complaints from local residents about the noise and dust. In particular, 
you’ve received three letters from the same woman, Winnifred Doucette Lejeune. The last letter 
contained 10 additional signatures.  
 
The majority of the community is a minority population that identifies as Cajun, many of which 
are of low socioeconomic status. In the letters from the community, residents assert that they are 
being discriminated against because their opinion was not solicited regarding the construction. In 
fact, in going through project records, it appears residents were not consulted as the project was 
planned. Communication is necessary. If residents’ complaints continue to escalate, they could 
slow down the project and put this environmentally important project behind schedule. 
 
You make a trip from the office headquarters in Lafayette, LA to the Calcasieu/Sabine Coastal 
Wetlands Planning, Protection, and Restoration Area to see what’s going on. On site, you see 
that everything seems to be progressing fine. Workers are on the job by 7:00am and running until 
almost sundown, but in the local bar and grill, all the talk is about “the darn government 
project to nowhere” and “what gives them the right to do this here?” 
 
When you get back to the office you decide you need to take action. 
  
DELIVERABLES  

• Document to Winnifred Doucette Lejeune, who after further investigation, is a local 
resident that seems to spearhead any effort the town needs. 

• Document to the company vice-president, Richard Smith, who asked to be told of any 
• problem, or in his words, “anything that even remotely smells like a problem” with the 

project. 
• Document to sub-contractor supervisor at the construction site, Caspian Bauer. Your firm 

has used this sub-contractor for almost five years, but this is the first project you’ve 
worked on with this particular supervisor. 

 
SCENARIO 3 
You are a medical administrative assistant at LabTech, a local diagnostic lab office where 
patients have blood work and other tests done as requested by their physicians. Your primary 
responsibilities are scheduling appointments, processing patient and insurance information, and 
communicating with patients. 



 

 
Recently, you have received a complaint from Alex Lott, who called on behalf of their mother, 
Heather Lott. They state that upon arriving at the office, their mother was asked to fill out 
paperwork on a tablet. While using the tablet, Mrs. Lott realizes that the forms have not been 
made accessible to a screen reader, nor do the images include alternative text. Due to advanced 
cataracts, Mrs. Lott is unable to access and understand the required paperwork; therefore Mrs. 
Lott cannot fill out the necessary paperwork since she mainly utilizes assistive technology on her 
personal computer to read information on digital screens. This assistive technology she uses is a 
computer screen reader program and this program reads screen text aloud and describes text and 
images to the user. 
 
Alex Lott requests that LabTech hire interpreters to guide each patient in the office and that they 
modify their intake documentation practices and policies. You realize that this request is not 
feasible, not only does LabTech not have the funds but there are other avenues to make the 
intake process more accessible. Because you want to make sure your workplace is accessible for 
everyone, you have some work to do. You not only need to bring this to the attention of your 
main office manager, but you also need to contact Alex Lott to follow up. You also need to 
request information from the American with Disabilities Act (ADA) National Network to see 
what kind of modifications are needed for effective communication.  
 
DELIVERABLES 

• Document to Adeel Acevedo, your main office manager  
• Document to Alex Lott  
• Document to ADA national network 

 


