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CHAPTER 1: INTRODUCTION 

This free pdf download describes a composition assignment 
that I have used successfully during my years of teaching at 
Ohio University. 

Other teachers are welcome to download and read this pdf 
file and decide whether this assignment will work in their 
classes. 

The pdf file is divided into two main sections following this 
brief introduction.  

First is a description of the assignment. Of course, teachers 
can modify the assignment as they wish.  

Following that are examples of several problem-solving 
letter written by students. Teachers may print them and use 
them as excellent examples for their students. One way to 
get good writing from students is to show them good work 
written by other students. Of course, the students own the 
copyright to what they have written. I thank them for giving 
me permission to use their work in this pfd file. 
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CHAPTER 2: PROBLEM-SOLVING LETTER 
PROJECT 

What Do I Have to Do for the Problem-Solving Letter 
Project? 

Teacher’s Expectations 

What are your teacher’s expectations for the problem-
solving letter? 

• You will start writing this paper at least six days before it 
is due. 

• You will spend at least five hours on this paper. 

• You will revise this paper at least once. 

• You will bring a good, complete, typed draft to the peer 
review session. 

• You will get feedback on this paper during the peer review 
session. 

• You will get feedback on this paper from at least one other 
person outside of class. 

• You will proofread this paper at least twice. 

• You will run a spelling check on the final draft of this 
paper. 

Benefits of Writing the Problem-Solving Letter 

If you work hard on this assignment, you will learn some 
important persuasive techniques and you may be able to 
solve or help solve a problem that is important to you. In 
addition, if your letter turns out well and you mail it, you 
may be able to say in a job interview that you are a problem-
solver — and back up the statement with the evidence that 
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you solved a problem by writing this letter. (Don’t mention 
that you wrote the letter for a course you were taking.) 

Assignment Information 

• This is your chance to improve a part of the world. You 
will find a real problem that exists in the world, then you will 
come up with a solution and write a person with the power 
to solve the problem. Your letter will be focused on 
persuading the reader to accept your recommendation. To do 
so, you will present the benefits for the reader if the problem 
is solved, and you will anticipate and respond to objections 
that the reader is likely to raise. 

• Obviously, you will use the letter format for your Problem-
Solving Letter. Note: You will need to use a header listing 
the name of the reader, the page number, and the date on all 
pages after page one. 

• Your letter will be between 500 to 1,000 words long (2-3 
pages). Note: You must have at least two pages; you are 
allowed to have more than 3 pages (and more than 1,000 
words). 

• Your letter can be either solicited (someone has actually 
asked you to solve the problem) or unsolicited (no one has 
asked you to solve the problem). 

• You must describe the problem in such a way that it is 
significant to the reader. (This is an important persuasive 
technique.) 

• You must write about the benefits that will follow if your 
recommendation is implemented. (This is an important 
persuasive technique.) 

• You must bring up at least one objection that the reader is 
likely to make, and you must rebut (that is, argue against) it. 
(This is an important persuasive technique.) 
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Some Important Restrictions 

• Your recommendation must concern a situation in which 
your letter can really bring about change. You must write a 
real person who has the power to solve the problem.  

• Your recommendation must concern the way an 
organization operates, not just the way one or more 
individuals think or behave. However, you may write a 
landlord or landlady.  

• Your recommendation may not involve a problem that 
would be decided in an essentially political manner. 
However, you may write a local politician about a local 
problem. 

• Don’t write a letter to me or about me. Also, don’t write 
your parents or your roommates. 
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Sample Problem-Solving Letter Topics 

Letters Related to Work or Business.  

• You may write a letter describing a way to raise profits, 
reduce costs, improve safety, increase customer satisfaction, 
or raise morale at the business where you work.  

• You may recommend that a business where you work 
upgrade its computer equipment.  

• You may recommend ways to improve services at a coin-
operated Laundromat. 

Letters Related to Student Organizations.  

• You may write a letter that recommends a detailed strategy 
for increasing attendance at the meetings of a club you 
belong to.  

• You may recommend that an organization sponsor a few 
social activities so that its members may get to know each 
other better. 

Letters Related to School.  

• You may write a letter that makes a recommendation that 
will solve a problem at your school 

• You may write about upgrading a computer lab with new 
equipment or programs.  

• You may write about adding more lights in unsafe areas of 
campus.  

• You may write about improving the curriculum. 

Letters Related to the Environment.  

• You may write a letter recommending that an organization 
recycle its aluminum cans. 
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Letters Related to Housing.  

• You may write your landlord or landlady recommending 
that some much-needed repairs be made to your apartment 
or house. If you do this and you live in a city or town, feel 
free to cite the City Code, if your city or town has one. If you 
are good at making home repairs, you may offer to do the 
work if the landlord will buy the materials. (If you offer to 
paint the apartment if the landlord buys the paint, you may 
wish to say that you will go with the landlord to pick the 
color — you don’t want to be stuck with a ugly green that 
resembles pea-soup vomit.)  

• Students often throw away good, usable items when they 
move. To help solve this problem, you may want to 
recommend that a big apartment building put a “free” table 
in its lounge. When students don’t want a good, usable item, 
they can put it on the free table and another student can take 
it and use it. 

Fund-Raising Letters.  

• You may write a letter asking a business to buy an ad or 
make a donation. Note: At the end of a fund-raising letter, 
you will have to — among other things — tell the readers 
what to do next. For example, you may tell the readers that 
you will visit or call next week to see if the readers are 
willing to buy an ad or make a donation. This will let the 
readers know that they should get ready for your visit or call. 
Or you may want to tell the readers that if they are willing to 
buy an ad or make a donation, then they should call a certain 
telephone number. 

Letters to a Bank or Credit Card Company.  

• You may write a letter about an unjust late fee you are 
being charged or about a mysterious fee you are being 
charged or about some other problem. Some of my students 
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have been refunded late fees after writing and mailing a letter 
about this problem. 

Letters About WWW Pages.  

• You may write a letter offering to help a worthy 
organization by creating a WWW page for a club or a church 
or some other non-profit organization. 

Unacceptable Topics 

No Letters About Politics. You can’t write a letter to a 
Senator about terrorism. However, you can write a letter to 
an airport or business suggesting ways to make the facility 
more secure. 
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Organizations for Problem-Solving Letters 

One Effective Organization of a Problem-Solving Letter 

• Introduction. Identify yourself, and build common ground 
with the reader. The common ground you build should relate 
to the problem you are trying to solve. (Common ground is 
something you have in common with the reader.) 

• Transition. Make a smooth transition to the next part of 
your letter (you may wish to use the transition word 
“however”). You will have to decide whether to follow a 
direct pattern of organization (make your recommendation 
early) or an indirect pattern of organization (hold your 
recommendation until later in your paper — after you have 
described the problem). 

• Problem. (This assumes that you will use an indirect 
pattern of organization.) Present the problem in such a way 
that makes it significant for the reader — but be careful not 
to offend or to antagonize the reader. 

• Recommendation. Present the recommendation in such a 
way that the reader realizes that following your 
recommendation will solve the problem — at least in part. 
Make sure the link is clear between the recommendation and 
the problem. 

• Objection(s). Show that you understand the objection(s) 
that the reader is likely to raise against your 
recommendation. 

• Rebuttal of Objection(s). Respond persuasively to each 
objection. 

• Benefits. Point out the benefits for the reader if he or she 
accepts your recommendation. 

• Conclusion. Conclude the letter in such a way that 
reaffirms common ground between the reader and the writer. 



 9 

Give your telephone number in case the reader wishes to call 
you to ask for more information. 

Note: You will need to have ALL of the above sections in 
your Problem-Solving Letter. However, you can vary the 
structure as needed for your particular topic. For example, 
you can write about several problems and make several 
recommendations. In some cases (as when someone has 
asked you to solve a problem), you may decide to state the 
recommendation in the first paragraph of your letter. 

Another Effective Organization of a Problem-Solving 
Letter 

• Introduction. Identify yourself, and build common ground 
with the reader. The common ground you build should relate 
to the problem you are trying to solve. (Common ground is 
something you have in common with the reader.) 

• Transition. Make a smooth transition to the next part of 
your letter (you may wish to use the transition word 
“however”). You will have to decide whether to follow a 
direct pattern of organization (make your recommendation 
early) or an indirect pattern of organization (hold your 
recommendation until later in your paper — after you have 
described the problem). 

• Problem No. 1. (This assumes that you will use an indirect 
pattern of organization.) Present the problem in such a way 
that makes it significant for the reader — but be careful not 
to offend or to antagonize the reader. 

• Recommendation No. 1. Present the recommendation in 
such a way that the reader realizes that following your 
recommendation will solve the problem — at least in part. 
Make sure the link is clear between the recommendation and 
the problem. 
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• Objection(s) to Recommendation No. 1. Show that you 
understand the objection(s) that the reader is likely to raise 
against your recommendation. 

• Rebuttal of Objection(s) to Recommendation No. 1. 
Respond persuasively to each objection. 

• Benefits of Recommendation No. 1. Point out the benefits 
for the reader if he or she accepts your recommendation. 

• Problem No. 2. (Include a transition to the second 
problem.) Present the problem in such a way that makes it 
significant for the reader — but be careful not to offend or 
to antagonize the reader. 

• Recommendation No. 2. Present the recommendation in 
such a way that the reader realizes that following your 
recommendation will solve the problem — at least in part. 
Make sure the link is clear between the recommendation and 
the problem. 

• Objection(s) to Recommendation No. 2. Show that you 
understand the objection(s) that the reader is likely to raise 
against your recommendation. 

• Rebuttal of Objection(s) to Recommendation No. 2. 
Respond persuasively to each objection. 

• Benefits of Recommendation No. 2. Point out the benefits 
for the reader if he or she accepts your recommendation. 

• Conclusion. Conclude the letter in such a way that 
reaffirms common ground between the reader and the writer. 
Give your telephone number in case the reader wishes to call 
you to ask for more information. 
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Advice for Problem-Solving Letters: Important 
Persuasive Techniques 

1. Describe the problem in such a way that makes it 
significant to your readers. The problem is probably a 
problem for you, but show that it is also a problem for the 
reader. G. K. Chesterton once said, “It isn’t that they can’t 
see the solution. It is that they can’t see the problem.” By 
making the problem significant to the reader, you will help 
the reader to see the problem. 

2. Give yourself an effective role. Present yourself as a 
problem-solver and as someone who wishes to help the 
reader achieve his or her goals. 

3. Make yourself credible. Establish your credibility by 
mentioning your experience, if relevant, or by mentioning 
your education, if relevant. Mention any special 
qualifications you have to solve the problem. For example, 
if you have worked at the company that has the problem, you 
have credibility because of your experience. Some of the 
courses in your major at Ohio University may give you good 
ideas for solving a problem; if so, mention that you are 
studying this major at Ohio University. 

4. Anticipate and respond to objections. This means to think 
about the reader’s objections to what you recommend, then 
to show that the objections are not as significant as the reader 
thinks. 

5. Emphasize the benefits for the reader of solving the 
problem. 

6. Don’t rip the reader apart. This assignment is not about 
ripping your reader apart; it is a persuasive letter 
recommending ways to solve a problem. If you insult your 
reader, your recommendation won’t be accepted. Be 
professional. 
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7. Be sure that you can do everything you promise. If you 
say that you and your roommates will build a deck if the 
landlord gives you the materials, be sure that you and your 
roommates can and will build the deck if the landlord gives 
you the materials.  
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Problem-Solving Letter Checklist 

1. Does your letter concern a real problem? Is your letter 
directed to a real person with the power to solve the 
problem? If relevant, do you use a job title for the person you 
are writing in the address section? 

2. Do you use a standard business letter format with 
complete addresses for you and your reader? 

3. Is your letter at least two pages long, with the correct 
header on the pages following the first (name of reader, 
page number, and date)? 

4. Is your letter single-spaced, with double spaces between 
the paragraphs? 

5. Do you have a colon after the beginning salutation, if you 
refer to Mr. So-and-so or Ms. So-and-so? (This is a formal 
business letter.) Do you have a comma after the beginning 
salutation, if you use only the reader’s first name (Dear Jack, 
or Dear Mary)? Do you use the reader’s job title, if relevant? 

6. Do you establish common ground at the beginning and 
end of your letter? 

7. Do you make a smooth transition (perhaps using the word 
“however”) to the problem? 

8. Do you describe the problem in such a way that it is 
significant for the reader? 

9. Do you acknowledge (and rebut) at least one objection 
likely to be raised by the reader? 

10. Do you create an effective role for yourself (as a team 
member, or as a problem solver, or both)? 

11. Do you end your letter professionally? (Give your 
telephone number, and offer to answer any questions the 
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reader may have — plus thank the reader for the reader’s 
time.) 

12. Do you avoid offending the reader? Remember that in 
this letter, you are not to insult the reader. You are to write 
persuasively so that your recommendation is accepted.  

13. Do you point out the benefits of accepting your 
recommendation? 

14. Do you avoid having too many paragraphs or too many 
sentences in a row begin with “I”? 

15. Have you avoided wordiness? 

16. Have you avoided dangling modifiers? 

17. Have you avoided comma splices? 

18. Do you avoid widows and orphans? The glossary at 

<http://www.designtalkboard.com/glossary/fonts/typograph
y.php> says this: 

- A widow occurs when the last line of a paragraph from the 
previous page flows onto the top of the next page. 

- An orphan occurs when the first line of a new paragraph 
starts at the bottom of a page. 

For example, if the first line of a paragraph appears at the 
bottom of a page and the rest of the paragraph appears on the 
next page, the first line of the paragraph is an orphan. You 
may correct this orphan by moving the first line of the 
paragraph to the top of the next page. 

19. Have you avoided passive and wordy phrases such as 
“there is” and “there are” and “it is”? 

Bad: There are three problems that we need to address. 

Better: We need to address three problems. 
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Note: Use the “FIND” command in your word-processing 
program to search for the phrases “there are” and “there is” 
and it is.” When you find them, try to correct them to avoid 
wordiness. 

20. Have you used “who” to refer to people? 

Don’t write about people that do something; instead, write 
about people who do something.  

21. Have you remembered NOT to staple together the pages 
of this formal business letter? 

22. Have you used a serif font? Times is a serif font. Serifs 
are little lines at the bottom of some letters: T, I, M. Serif 
fonts are easier to read in big chunks than sans serif fonts. 

Times 
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Review Sheet for Problem-Solving Letter 

Remember: The ability to review well is a job skill! 

A good, thorough review takes time. Plan to spend 10-15 
minutes reviewing the letter, 5-10 minutes making 
comments to the writer and 5-10 minutes listening to 
comments about your writing. This will give you time to get 
a second review. The Peer Review Session should take up 
the entire class period. If you have questions, raise your hand 
and I will come over and try to answer them. (Please give 
me time first to go around and give everyone who deserves 
it credit for being prepared for the Peer Review Session.) 
You don’t need to write on this review sheet; feel free to 
write directly on the writer’s letter. 

First, review the letter format. 

1. The letter should be directed to a real person with the 
power to solve the problem. 

2. The writer should use a standard business letter format 
with complete addresses for the writer and the reader. The 
letter should have a date. 

3. The letter should be more than one page long, with the 
correct header on the pages following the first (name of 
reader, page number, and date). The dates on all pages of the 
letter should be the same date. 

4. The letter should be single-spaced, with double spaces 
between the paragraphs. The reader should avoid widows. A 
widow is one line of body text that appears at the top or the 
bottom of a page. For example, if the first line of a paragraph 
appears at the bottom of a page and the rest of the paragraph 
appears on the next page, the first line of the paragraph is a 
widow. You may correct this widow by moving the first line 
of the paragraph to the top of the next page. 
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5. The writer should have a colon after the beginning 
salutation, if the writer refers to Mr. So-and-so or Ms. So-
and-so. (This is a formal business letter.) The writer should 
have a comma after the beginning salutation, if the writer 
uses the reader’s first name (Dear Jack, or Dear Mary). 

Next review the letter’s content and style. 

1. The writer should establish common ground at the 
beginning and end of the letter. (It’s a good idea to open with 
praise.) 

2. The writer should have a smooth transition to the problem. 
(The writer may need to use the transition word “however.”) 

3. The problem should be described in such a way that it is 
significant for the reader. 

4. The writer should acknowledge (and rebut) at least one 
counterargument (that is, objection) likely to be raised by the 
reader. (The writer should show that he or she understands 
the reader’s point of view and respond persuasively to each 
counterargument.) 

5. The writer should create an effective role for him- or 
herself (as a team member, or as a problem solver, or both). 

6. The writer should stress the benefits that the reader will 
receive by accepting the recommendation. 

7. The writer should end the letter professionally. (The 
writer should give his or her telephone number and offer to 
answer any questions the reader may have — plus thank the 
reader for the reader’s time.) 

8. The writer should avoid offending the reader. 
Remember that this is a persuasive letter. If you insult the 
reader, he or she will reject your recommendation. 
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9. The writer should avoid having too many paragraphs or 
sentences in a row that begin with the word “I.” The writer 
should avoid having too many short, simple sentences in a 
row. The writer should vary the sentence length and 
structure. 

Next, help the writer with proofreading. 

Check the letter for the following: 

1. Spelling 

2. Grammar 

3. Punctuation 

Next, read the letter again, putting yourself in the place 
of the reader, and see if there are any additional 
comments or suggestions you wish to make. 

Next, you and the writer will take turns making 
comments on each other’s letter. Remember that you are 
doing your best to help the other person improve his or her 
letter. Tell the writer what he or she is doing right — and 
wrong. 

Finally, find another person with whom to exchange 
letters and then go through the process again. 

Avoid the late penalty; turn in your papers on time. 
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CHAPTER 3: EXAMPLES OF PROBLEM-SOLVING 
LETTERS 

See following pages. 

Note: You will need to use a header listing the name of the 
reader, the page number, and the date on all pages after 

page one. The sample letters instead have only the page of 
this PDF for easy reference. 
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Charles Adams 
89 Mill St. 
Athens, OH 45701 
 
September 28, 2006 
 
Tom Smith, President 
Smith Metal Products, Inc. 
123 State St. 
Northbend, OH 45248 
 
Dear Tom, 
 
I want to start off by thanking you for the employment 
opportunity you gave me in the summer of 2002. As you 
know, it was so great an experience that I worked for Smith 
for the next three summers and over a holiday break. I can 
honestly say that working at Smith was one of the most 
valuable experiences of my life. While there, I learned all the 
trades of the metal fabricating business. However, I believe 
a few things could make Smith an even better company.  

While I was employed at Smith, one of my responsibilities 
was to load and unload shipments in the shipping yard. I 
have identified three problems related to this area: 

1) One problem the truck drivers always complained 
about was how hard it was to find Smith. I know a 
sign is out front, but it is barely visible to a passing 
truck. Even if the driver did happen to see the sign, 
he or she would not know where the shipping yard is 
located. If the truck drivers cannot find the sign, then 
possible customers driving by also cannot find the 
sign.  
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2) The second problem the drivers complained about is 
the erosion that is occurring on the hill near the back 
of the property. After it rains, mud and sand slide 
down onto the gravel driveway and make it hard for 
trucks to back onto the loading bay and turn around.  

3) The third and final problem is occasional vandals and 
neighborhood kids cutting through the back lot. If 
one of these kids were to be hurt on the back lot, the 
result could be a lawsuit against Smith. 

The problem of a good sign could be solved relatively easily. 
Workers could make the frame and base for the sign in the 
shop. Smith would not have to cut back on day-to-day 
production. A few workers in the shop could make the sign 
when business is slow for a week or a few days. Another 
added bonus is the stockpile of parts Smith carries. If we 
simply use materials from the stockpile to assemble the sign, 
we would not have to buy materials. The only real cost 
would come from hiring a painter or designer to put the logo 
for Smith on the sign along with “Shipping in Rear” in letters 
that would be clearly visible to the truck drivers. Once the 
new sign  

is put up, the secretary and the rest of the staff in the office 
would not have to constantly answer the truck drivers’ 
questions of “Is this the right place?” and “Where do I go to 
unload?” 

My second suggestion involves the installation of a retaining 
wall to stop the erosion into the shipping yard. This idea will 
cost the company more money than it will to install the sign, 
but it will fix an important problem. Recently, Smith has 
added revenue from good sales, so now would be a good 
time to make these repairs. A retaining wall will also have a 
few advantages. First, the retaining wall will make more 
room for supplies and trailers in the shipping yard. Second, 
the additional space created by the retaining wall will allow 
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trucks to get in and out more efficiently. Finally, of course, 
it will solve the problem of the mud and sand sliding down 
onto the gravel driveway. 

My final suggestion deals with the shipping yard being used 
as a shortcut by neighborhood children. A retaining wall will 
give us enough room to extend the security fence. After the 
addition of the retaining wall, we can extend the security 
fence to close off the entire shipping yard and the rear of the 
building. This will keep neighborhood children from cutting 
through the shipping yard. As you know, the night guards 
have had to run neighborhood children off Smith’ property 
after the children have been caught climbing on trailers and 
other equipment. The security fence will keep vandals off 
Smith’ property, and it will keep children from getting hurt 
on Smith’ property. If Smith is not careful, a child could get 
hurt on Smith’ property, and a lawsuit could be brought 
against Smith. Extending the security fence will eliminate 
any possibility of this. 

My suggestions will benefit Smith in many ways. People 
driving by will be able to easily read a sign that may bring in 
new business and will enable truck drivers to find the loading 
dock more easily. Installing a retaining wall and extending 
the security fence around the back will definitely make the 
shipping safer. Keeping the neighborhood children off 
Smith’ property decreases the chance of a child becoming 
injured and a lawsuit being filed against Smith. 

Thank you for the wonderful and valuable opportunity you 
have given me as an employee at Smith. I have learned many 
priceless skills that will help me in my future endeavors. In 
addition, thank you for taking time out of your day to 
consider some of my suggestions for making Smith a better 
company.  
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If you have any questions about my suggestions, I would 
love to talk to you. Feel free to call me anytime at (740) 589-
1234. 

Sincerely, 

 

Charles Adams 
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Questions: 

1. Does Charles Adams open his letter in a way that 
encourages openness to his letter? 

2. What are the problems that Charles Adams describes? Are 
they described well? 

3. Does Charles Adams make the problems significant to the 
reader? 

4. Which solutions does Charles Adams recommend? 
Would they solve or help solve the problem? 

5. Which objections does Charles Adams rebut? Has he done 
a good job of rebutting them? 

6. What are the benefits of accepting Charles Adams’ 
recommendations? 

7. Is Charles Adams’ conclusion professional? 

8. Has Charles Adams written a persuasive letter? 

9. Has Charles Adams shown professionalism in his 
business letter? 
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Natalie Bevilacqua  
Sigma Alpha Lambda 
19 S. Congress St. Apt. 2 
Athens, Ohio 45701 
 
January 29, 2008 
 
Wal-Mart Supercenter Store #3486 
929 E. State St. 
Athens, Ohio 45701 
 
Dear Wal-Mart: 
 
As vice president of Ohio University’s local Sigma Alpha 
Lambda chapter, one of my responsibilities is to organize 
volunteer events for our members to participate in. SAL is 
an honors and volunteer co-ed fraternity. The members of 
SAL are dedicated to providing local non-profit 
organizations, such as Big Brothers Big Sisters of Athens 
County, with events that will further their cause. Sigma 
Alpha Lambda and BBBS have joined together to organize 
an ice-skating party for the youth involved in this 
organization, which will take place at Ohio University’s Bird 
Arena on April 13, 2008. This event will host approximately 
150 guests.  

BBBS’s mission is to provide experiences and mentors who 
will serve as positive role models for young children to 
enhance their development. Research shows that this type of 
mentoring leaves lasting positive impacts on the lives of the 
youth involved. 

I, myself, am a mentor to a ten-year-old girl from 
Nelsonville. Although this experience has changed my life 
in a way that no other event has, it has also taken a toll on 
my bank account. BBBS is committed to providing as many 
free events for bigs and littles as financially possible. The 
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upcoming ice skating party will be a free event for bigs and 
littles to attend.  

Because Sigma Alpha Lambda and Big Brothers Big Sisters 
of Athens County are both non-profit organizations, we will 
be relying solely on donations and fundraising for the 
upcoming ice-skating party. In order to make this event 
possible, SAL and BBBS are requesting that Wal-Mart 
donate some of the materials, or a gift card to purchase the 
materials, necessary for this event. We estimate that the 
necessary items will cost approximately $60.00. We would 
be extremely grateful if you were willing to make the 
generous donation of the following items: 

§ Animal crackers/cookies 

§ (150) Hot dogs  

§ (150) Hot dog buns 

§ Ketchup and Mustard 

§ (2) Loaves of bread 

§ (1) Large peanut butter 

§ (1) Large jelly 

§ (10) 2-liter bottles caffeine-free soda 

§ (3) Gallons juice (orange drink/fruit punch) 

§ Paper cups, plates, & napkins (enough for 150 guests) 

§ Face-painting supplies 

I am aware that the Wal-Mart Corporation donates over 
$11,000,000 to various non-profit organizations in Ohio 
each year; this is an additional opportunity to give back to 
the Athens community on a small-scale. Some of the youth 
who will attend the ice skating party may even be the 
children of your employees. We will also display a sign, near 
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the food table, thanking Wal-Mart for their generous 
contribution. Any donation that Wal-Mart is willing to make 
will be greatly appreciated by Sigma Alpha Lambda, Big 
Brothers Big Sisters of Athens County, and the children who 
attend this event. 

All donated items from this fundraiser will go directly 
towards the Big Brothers Big Sisters Athens County ice 
skating event. If you are interested in donating, please 
contact me by email at nb226905@ohio.edu or by phone at 
(330)289-5537. I would be eager to discuss this matter 
further with you, should you develop any questions or 
concerns. 

The members of Sigma Alpha Lambda hope that you will 
seriously consider this opportunity to assist the youth in our 
community by helping Ohio University students provide a 
fun and safe atmosphere to the Athens County children who 
are a part of Big Brothers Big Sisters. 

We will all benefit from your generosity! We look forward 
to hopefully receiving your donation and deeply appreciate 
your support of Sigma Alpha Lambda, Big Brothers Big 
Sisters of Athens County, and the youth of our community.  

Sincerely, 

 

Natalie Bevilacqua 

VP Sigma Alpha Lambda 
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Kayla Brislin  
123 Main Street 
Athens, Ohio 45701 
 
September 28, 2010 
 
Jamie Smith, General Manager 
The Smith Diner 
100 Ironton Hills  
Ironton, Ohio 45638 
 
Dear Jamie,  
 
I want to begin by thanking you for the excellent opportunity 
that you have provided me with. The Smith Diner was my 
first place of employment, and I feel that it has led me to gain 
knowledge of the workforce that I would not have gotten 
anywhere else. I have learned not only specific job skills, but 
also how to be a team player. I also feel it has made me 
become more understanding and patient. I attribute this to 
the atmosphere and the ambiance of the restaurant as a 
whole. Your restaurant has become one of the biggest 
attractions in Ironton, Ohio.  

As you know, I have been an employee at The Smith Diner 
since May of 2007, the grand opening. Even though I 
graduated and moved to Athens for educational reasons, you 
make me feel welcome in your facility. Thank you for 
allowing me to come to work on the weekends and over 
breaks. I feel that I have established a foundation for myself 
at your restaurant, and I thank you again for this opportunity. 
That being said, three main problems should be addressed in 
order to make The Smith Diner an even more outstanding 
place to be. 
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First, the servers are unqualified. Most of them have never 
had a job as a server, and the ones who have were provided 
with busboys. This has led the restaurant to become a place 
known for dirty tables and long wait lists. My 
recommendation for this issue is that we provide all new 
employees with a two-week minimum training period as a 
cashier. This will allow them to learn the menu, which will 
ultimately cut down on food cost. A lot of food is being 
thrown away for the simple fact that it has been made 
incorrectly due to server errors. Most of the time, since they 
are new servers, they are unaware of the problem with the 
food order until it is brought to the guest and a complaint is 
issued. This could also help with the amount of 
compensation, voids, and coupons given to customers for 
their dissatisfaction with their meal or wait time. Even 
though you will have to pay the cashiers $7.85/hr instead of 
the server pay of $3.85/hr, the food cost and compensation 
fees will be lowered. I think that this will provide the 
restaurant with more money in the long run. Also, this should 
improve our mystery shopper pass rate. It will allow the 
servers to feel more accustomed to the menu and table 
numbers and be able to focus more on quality and 
preciseness of their interactions with our guests. 

Second, smoking should be permitted only during lunch 
hours and when employees are clocked out. For instance, if 
a server has no tables and we are not busy, the employee can 
ask a manager for permission to clock out. Being a smoker 
and a server, I have realized many people are being 
unattended to while servers go outside to smoke. It is very 
unprofessional for us to walk outside whenever we feel the 
need, and also unfair to the guests.  

Many times, a server will go outside while waiting on the 
food order for a table to be put in the window. A lot of times, 
the server will come back and the food will be cold or been 
sitting for a while. I realize that it is hard for people to quit 



 30 

smoking or even to cut down, but this will ultimately get 
food out the window faster and allow for fewer smoker-
versus-nonsmoker issues within our team. This is because a 
great portion of the time, the nonsmokers must get refills or 
check on the food for a waiting guest. The worst case 
scenario, though, is when a guest is ready to check out and 
they ask a cashier if they can pay up front. Since only the 
server who took the order has the information for the bill, 
many times a guest is asked to wait for the smoking server 
to return. This is unacceptable. I think by limiting the smoke 
breaks, we will improve customer satisfaction and eliminate 
a lot of food cost.  

Finally, the past few times that we have been evaluated 
through the QSC, our scores for the cleanliness of the 
restaurant have plummeted. Surprisingly enough, the 
kitchen has scored higher than the dining room area. 
Something must be done about the dirty dishes and 
silverware lining the dining room during a rush. We need to 
take time, either before or after each shift, to clean dishes 
and restock or organize for the next set of servers who clock 
in. Maybe, with the number of smoke breaks being cut down, 
we as servers can use that time to throw in a load of dishes 
or wipe down the windows. I realize that this will be costing 
us more hours on payroll in the beginning, but it is still a lot 
cheaper than hiring busboys in order to keep the dining room 
clean. This is not something that should be put off any 
longer. The store is beginning to build a bad reputation 
solely because of the inexperienced servers and the bad 
service they provide.  

As someone who has been with you from the beginning, I 
feel that it is also my responsibility to provide ways that we 
may improve the store. With football season well underway, 
this being our busiest time of year, it is imperative that we, 
as a team, work to make every guest who walks through the 
door believe that they have chosen the right spot to watch 
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their favorite team. At the next store meeting, we can take 
some time to issue a few changes and talk about the benefits 
for The Smith Diner. If you have any questions, comments, 
or concerns, please call me at (740)-646-1234. Thank you 
again for the exceptional opportunity that you have provided 
me with. In addition, thank you for taking your time to 
consider my suggestions. I cannot wait to see you all again.  

Sincerely,  

 

Kayla Brislin  
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Michael Brock  
81 Mill St. 
Athens, OH 45701 
 
April 30, 2012 
 
Beth Smith, Owner 
Adopt-A-Plant Greenhouses 
123 Oxford Rd. 
Harrison, OH 45030 
 
Dear Beth, 
 
As opening season approaches for the greenhouse, I hope 
that everything is going well for you. I am looking forward 
to my next visit to Harrison to stop by Adopt-A-Plant. Thank 
you for allowing me to be a part of your wonderful staff at 
Adopt-A-Plant Greenhouses for the past seven years and 
making me feel like family for even longer. While at Adopt-
A-Plant I learned a tremendous amount about hard work and 
making a profit. However, I believe that a few changes could 
be made in the sales and marketing department that would 
increase revenue.  
 
In my opinion, the biggest problem for getting customers to 
the greenhouse is the current marketing plan. Right now the 
marketing is geared mainly toward older women. While I 
agree that this may be your target market, I think it really 
limits the possibility to reach larger audiences. My advice to 
approaching this problem is simple. I suggest that you 
reserve a spot at the farmers market nearby at Miami 
University. There, you will be surrounded by young college 
students with plenty of their parents’ cash to spend at Adopt-
A-Plant. This will help with tapping into different 
demographics as well as providing a free and effective form 
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of advertising, which leads me to my next area of 
improvement for Adopt-A-Plant. 
 
Having grown up around your greenhouse, I have seen the 
changes that have had to be made to keep up with the 
competition. When you approached me in the past about 
ideas for marketing and advertising around the tri-state, I 
told you I would think about it and get back to you. Now that 
I have had some time to think about it, I believe I have a 
solution. Recently, social media outlets such as Twitter and 
Facebook have been hugely popular not only for the youth 
but more and more older people are using now as well. 
Creating a Facebook and Twitter account for Adopt-A-Plant 
Greenhouse would be a free and extremely useful tool for 
advertising to all ages as well as keeping in touch with your 
customers on a daily basis. This can only benefit the business 
considering it is free and easy to keep maintained and 
updated.  
 
My last suggestion is to implement an incentive plan for the 
customers. Having a system where customers are rewarded 
for shopping at Adopt-A-Plant would create customer 
loyalty. Using the social media sites that I mentioned in the 
previous paragraphs, you could also create daily discounts. 
A possible suggestion is to have a shoppers’ card that tracks 
spending and offers rewards with the more money that is 
spent at the greenhouse. Once again, this is a very 
inexpensive suggestion that could be very beneficial to the 
growth and profitability of Adopt-A-Plant greenhouse.  
 
In the process of coming up with these suggestions, I 
realized that the social media field may be a completely 
foreign concept to your type of business. With that in mind, 
I would be happy to help getting these social media sites up 
and running. Learning to navigate the social media sites 
would of course require you to take a little extra time out of 



 34 

your day while I teach you the ins and outs of each outlet. 
This process would be relatively easy and I believe that it 
will be well worth your time in the long run. 
 
Thank you for giving me such a positive work experience 
over the years. I have seen the power that passion has in the 
workplace and how it creates a positive work environment. 
I have learned the value of responsibility and gained many 
networking skills that I will use in my future endeavors. It is 
still a great pleasure to come home and see how everyone 
and everything is growing at Adopt-A-Plant. In closing, I 
would like to thank you for taking the time out of your busy 
day to consider some of my suggestions about making 
Adopt-A-Plant Greenhouses a better company.  
 
If you have any questions about my propositions or would 
like to further discuss my suggestions, feel free to call me 
anytime at (513) 218-1234. 
 
Sincerely, 
 
 
Michael Brock 
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James Corrigan 
20725 Saratoga Dr. 
Fairview Park, OH 44126 
 
April 22, 2010 
 
Mayor Eileen Smith 
City Hall 
123 Lorain Rd. 
Fairview Park, OH 44126 
 
Dear Mayor Smith: 
 
I have been a resident of the city of Fairview Park for over 
17 years. Throughout those years, I have taken advantage of 
the parks, recreation, and education the beautiful city has to 
offer. Fairview Park has allowed me to grow up in a safe 
community environment that has provided me with the tools 
to become a contributing member of society. During your 
first two terms in office, you have been able to transform this 
city and make it an even better place to live and grow. The 
construction of the Gemini Center has given the residents of 
Fairview Park their own place to practice maintaining a 
healthy lifestyle. However, I believe that more can be done 
to make the city of Fairview Park an even better and safer 
community for its residents and passersby. 
 
As you may already be aware of, the intersection of W. 210th 
St. and Westwood Rd. has been the scene for several 
accidents throughout the years. The intersection is very 
small, but encounters a large amount of traffic each day in 
the ever-growing suburbs of Cleveland. Often, the 
intersection is overly crowded and I think it holds up traffic 
on W. 210th St. With the current quick-pace lifestyle, I feel 
many people are taking unnecessary risks at this intersection 
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to get through the light in order to shave off a few minutes 
of their commuting time each day. 
 
The ideas I have to make this intersection safer and less 
congested are to add a left-turn signal on the light as one 
heads towards Westwood Rd. heading northbound on W. 
210th St. and also to add a red-light camera at the light. These 
two improvements will allow more vehicles to get through 
the light during each sequence and also add surveillance to 
the intersection, which will cut down on the number of 
people making unnecessary chances by turning left against 
heavy traffic. 
 
The addition of a left-turn signal at the intersection will 
allow more people to get through the light, therefore cutting 
down on the intersection congestion. Many times, only one 
or two cars get through the light, which irritates people and 
causes them to make risky maneuvers. The addition of the 
left-turn signal may make each light sequence a few seconds 
longer, but I feel that since most of the traffic is moving north 
and south, it will benefit more drivers than it will hurt. By 
getting more motorists in and out of the area, we will not 
only speed up traffic, but also make traffic in the area safer 
and more practical. 
 
Not only will the addition of a left-turn signal make traffic 
less clogged in the intersection, but it will also deter people 
from taking unnecessary chances by trying to squeeze 
through each light.  
 
Many times, two or even three cars will sit in the intersection 
waiting to turn left. Having that many cars sitting in an 
intersection is unsafe and makes the area extremely 
crowded. The left-turn signal will allow several cars to turn 
left during each sequence which will work against driver 
impatience. This way, not only will more cars get through 



 37 

the intersection, but drivers will also be more patient and 
make safer choices. 
 
The other suggestion that I made is the addition of a red-light 
camera in the intersection. A camera would help against 
drivers making illegal turns and maneuvers that can cause 
accidents. This would reinforce traffic laws in the 
intersection, making drivers think before they are about to 
perform a traffic violation. Although the red-light camera 
may be expensive and cause trust issues will the residents of 
Fairview Park, the camera would promote safe driving and 
hopefully prevent serious accidents. The red-light camera 
would also bring in revenue for the city, as the number of 
traffic tickets would increase. 
 
As a citizen of the city, I have been through this intersection 
several times. I will admit that I, too, have been a part of the 
problem of impatience and risky driving. The 
recommendations that I have brought forward may take 
residents awhile to get used to, but I feel that they would 
prevent potential accidents and also make travel through the 
city quicker and safer for its residents. 
 
I hope that you consider my propositions, as I believe that 
they will be very beneficial to the beautiful city of Fairview 
Park. If you have any questions, comments, or concerns, 
please contact me by e-mail at jc123456@ohio.edu or by 
phone at (440) 123-456. Thank you for all you do to make 
our city a safe place to live. Thank you again for your time 
and consideration of my suggestions. 
 
Sincerely, 
 
 
 
James Corrigan  
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Alicia Gooding 
15 S. Shafer St 
Apartment 2105 
Athens, OH 45701 
 
April 20, 2010 
 
Josh Smith, Youth Minister 
St. Luke Parish 
123 N. Fairfield Road 
Beavercreek, OH 45432 
 
Dear Josh, 
 
I’m glad someone responsible has again stepped into the 
shoes of Youth Minister at St. Luke. Reading in The Beam 
about the progression of new programs you have 
implemented in the St. Luke youth ministry has been 
refreshing. I especially like your new fundraising idea – 
volunteering time and effort for a donation – because it 
allows more connection with the Church while putting forth 
a positive youth image. 
 
When I was in high school, SLYM was my stress relief. 
Though I did hold a leadership role throughout my time in 
the youth ministry, I was never as stressed there as I was in 
school. Working through problems with the group and 
leading events allowed me to interact with my friends in a 
fun, relaxed, faith-filled environment while learning 
valuable leadership skills. SLYM is blessed to be back under 
a strong leader who will move it forward. 

Even dating back to my days as a leader, SLYM needed a 
few adjustments. We were constantly talking about ways to 
attract more parish youth, generate focus within the group, 
and provide a better meeting space in order to better work 
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with the youth. I think you’re just the person to begin to 
tackle these changes and to bring the group to its full 
potential. 

Attendance and lack of interest continue to be the biggest 
problems facing SLYM. Although a lot of people always 
attend the extravagant, fun events like the ski trip, 
membership at the weekly meetings tends to be limited to a 
small, committed group of students. Commitment, of course, 
is a good thing and a main objective of the program, but so 
is evangelization and drawing more students to experience 
and live their faith. Unfortunately faith, church, and God 
have never been ‘popular’ topics, so it is up to SLYM to 
make them ‘cool.’ 

I propose five solutions to help the youth retain interest in 
SLYM:  

1. Hold a regular youth Mass at St. Luke. 

2. Teach sixth-grade religion and PSR classes. 

3. Insert colorful event fliers in The Beam. 

4. Update the website. 

5. Acquire a Bible bus. 

We lose a lot of young St. Luke parishioners to Immaculate 
Conception’s rock Mass not only because the music is more 
upbeat and fun, but also because the priest caters his homily 
and the Mass toward the youth and young adults. Rock Mass 
provides a fun alternative for the youth to the typical Mass 
with its traditional music and long, involved homily. These 
traditions are not bad, but they do not hold the interest of the 
youth as well as involving them in a youth Mass. I know St. 
Luke is capable of hosting a youth Mass as well. 
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In my last year at SLYM, we started talks with Fr. Terry 
about having a youth Mass, and he was receptive to the idea. 
If you and the new leadership team were to come up with a 
proposal outlining details for a new Mass, I believe he would 
listen. The details could include music and musician choice, 
Mass times, frequency, and the benefits this would allow the 
entire Church community. You could then compliment Fr. 
Terry on his homilies during the kids’ Masses and ask for his 
cooperation with the youth Mass. 

This Mass would draw youth back from Immaculate 
Conception to St. Luke. It would promote a youth-friendly 
image for St. Luke and garner interest in its youth ministry 
program, as the rock Mass has done. It would also involve 
the youth more actively in the Mass, as the musicians, 
lectors, Eucharistic ministers, and ushers could all be youth.  

Youth involvement and responsibility shown through this 
Mass will promote a good image of the youth of St. Luke to 
its parishioners. Many of the older generations are of the 
opinion that the younger generation is worthless and entirely 
self-centered. This Mass would be a chance to show that this 
is not the case; that youth in the Parish care deeply about 
their faith and the faith of their peers. 

Another solution to the attendance/interest problem would 
involve collaboration between you and the sixth-grade 
religion teachers at the school. If you could teach a religion 
class at least once a week, it would allow the students an 
interlude in their normal day and enable them in getting to 
know you. A new teacher would wake the students up and 
perhaps encourage them to listen and more fully understand 
their faith. They will then be more likely to want to join 
SLYM when they are able, not only because they know and 
like you, but also because they have a real interest in deeply 
understanding their faith. This would benefit SLYM and the 
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teachers, giving them a much-needed break in their day to 
cool down and refresh. 

You could also teach the sixth-grade PSR class for the same 
reasons. This would draw more attention from the parish 
youth who are not attending St. Luke School and hopefully 
cultivate a better retention rate in these students.  

The third solution involves an update to the SLYM website 
– yet another thing we’d talked about in my time and never 
followed through. A cool website can make all the difference 
to a teenager, and being able to navigate and learn is never a 
bad thing. The website should not only have more 
information about what SLYM is doing, but should also have 
video and pictures from previous events, copies of talks 
given or Bible passages studied, and the blogs of each of the 
leaders within SLYM. This would maintain interest and 
allow students to be more involved. The site could be 
maintained by a volunteer student or parishioner in order to 
avoid unnecessary cost.  

Fourth, a bright-colored insert could be placed into The 
Beam either once a month or before each big event. This flier 
would be much easier for the youth to notice, take out, and 
read than just advertising in The Beam itself. As most 
students don’t want to read more than is necessary, an easy-
to-find, well-placed flier could really make a difference. 
Fundraising could cover the cost of the paper, though extra 
paper was constantly lying around the school and parish 
offices.  

A final solution would be to purchase a Bible bus. The Bible 
bus would start as an old school bus that could be found and 
purchased for a relatively low cost. Fundraising could be 
held to defray this cost (i.e., car washes, household chores, 
bagging groceries), and donations could be taken from the 
Church community. Artistic students or parishioners could 
then paint the bus with bright colors and Bible passages. Not 
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only would this attract attention wherever it went, but it 
would allow for group travel to different events and 
therefore promote community. The chaperones, instead of 
putting miles on and paying for gas for their cars, could 
donate what they would have spent in gas to the cost of gas 
for the bus. 

Just as all students learn differently, they’re all attracted to 
different things. Where one idea will fail with one student 
and attract another, a different idea may have the opposite 
effect. The more ways you can draw more people in, the 
more people you will retain. This is why these methods are 
all valid and necessary. 

A second problem SLYM faces is lack of focus in the group. 
To combat this, I propose more interesting and historical 
facts. I personally loved when Fr. Schoen would interject 
facts about Biblical times in his homilies, and I know others 
felt the same way. These facts and Bible passages could be 
told in story form, or made into a guessing game, or 
transformed into a play, capturing more interest. Such fun 
and exciting ways to learn will capture the students’ interest 
and motivate them to evolve in their faith. 

Also, small groups always worked better for discussions 
than large groups. This provided fewer ways to get 
distracted, and made sure everybody had ample chance to 
participate. I’m sure this has not changed at all with the three 
years I’ve been out of high school. One adult should 
facilitate each group, but discussions are led by students. 
This allows the students to feel adult and lets them know 
their opinions are valid and encouraged to grow. 

Finally, a lack of good meeting space creates a poor 
environment in which to learn and interact. Though a lot was 
done with the space in Bishop Ford Hall to make it into as 
good an environment as possible, the lack of air conditioning 
and real heat along with the lack of space and of adequate 
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seating was a real problem. SLYM needs a new setting, and 
I believe the old church is just the space to fill. 

The old church is sitting empty and looking for someone to 
occupy it. It is air conditioned and heated and, of course, it’s 
huge. Another proposal could be written to Fr. Terry asking 
for use of the space. Youth and parishioners could then be 
called upon to renovate the space, adding decoration, paint, 
and maybe even carpet. This could be donated or fundraised 
as seen fit.  

As for seating, since there would finally be room for it, you 
could hold a used furniture drive. I’m sure many parishioners 
have old couches they’re not using sitting in a basement or a 
garage that they’d love to get rid of. Many of the elderly 
parishioners are moving out of large houses into smaller 
ones or nursing homes and looking to get rid of old furniture. 
The Bible bus could then be used as a moving truck! 

I do believe you will aid this group in meeting its potential. 
When I was involved with SLYM, so many things were 
talked about that never happened. I believe you have just the 
follow-through to accomplish big things. I believe you can 
garner attention, hold focus, and see the group into a more 
adequate meeting space. 

If you have any questions for me, please don’t hesitate to 
contact me at 937.478.1234 or ag123456@ohio.edu. Thank 
you so much for your time and your commitment to St. Luke 
youth ministry. 

Sincerely, 

 

Alicia Gooding 
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Amanda Harrell 
9 Maple St. Apt. C 
Athens, OH 45701 
January 31, 2011 
 
Rachael Smith, President 
Alpha Chi Sigma 
123 Oak St. Apt. 456 
Athens, OH 45701 
 
Dear Rachael, 
 
I first want to thank you for all of the improvements you have 
made for Alpha Chi Sigma since you have become president. 
The changes were needed, and they have helped improve our 
organization. I have enjoyed my membership thus far, but 
have noticed some additional changes that I believe should 
be made to further Alpha Chi Sigma even more. 

I have noticed three problems regarding Alpha Chi Sigma: 

1. One problem is that we have been struggling with 
our low recruitment numbers. Many other chapters 
in the United States have pledge classes that are triple 
the size of our pledge classes. Without a large 
number of new members in each pledge class, our 
organization may someday not exist at Ohio 
University. 

2. The second problem involves our new members 
once they are initiated. New members are usually 
less involved with the organization compared to the 
members who have been with Alpha Chi Sigma for a 
year or more. 

3. The final problem I want to address is decreased 
member attendance at important events such as 
chapter meetings and fundraising events. 



 45 

Recruiting outside of the chemistry department can solve the 
problem with our low recruitment numbers. We should be 
advertising our informational sessions in all of the science 
buildings on campus. To be a member of Alpha Chi Sigma, 
the students must complete six chemistry courses upon 
graduation. Many of the students pursuing pre-professional 
careers must have a full year of general chemistry and a full 
year of organic chemistry. These students will be eligible for 
membership. I think that pre-professional students have an 
interest in chemistry equal to those students not seeking a 
professional school upon graduation. Since I am a pre-
professional student, I am willing to promote our 
organization to the other science buildings on campus. Also, 
students majoring in the biological sciences must complete 
general chemistry and organic chemistry. This is our 
opportunity to steal members from our rivals. 

My second suggestion involves beginning each chapter 
meeting with icebreaker activities to help the new members 
become more comfortable around those members who have 
been active for a longer period of time. When I was a newly 
initiated member, the other members intimidated me and it 
took some time for me to become more involved. Although 
these ice-breaker activities will take more of our chapter 
meeting’s time, in the long run new members will become 
more comfortable and more likely to sign-up for events as 
well as voice their opinions and suggestions to the chapter. 

My final suggestion is to employ a point system for 
attendance. This will increase our member attendance, and 
the members with the most points at the end of the quarter 
will receive a reward. A possible reward is a five-dollar gift 
card to businesses around campus. If we increase our 
recruitment numbers, we will want to show the new 
members that we have a strong chapter and that our members 
are very involved and care about Alpha Chi Sigma. I 
understand that the rewards given out at the end of each 
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quarter will cost Alpha Chi Sigma some money, but the 
profits can be made up by the increased attendance to 
fundraising events. Also, if you do decide to take my 
suggestion of recruiting pre-professional students, that will 
likely increase our attendance because those students are 
working to build their resumes as early as freshman year. 
Recruiting these dedicated members will help encourage 
other members to attend events and will ensure that our 
chapter continues at Ohio University for years to come. 

My suggestions will help to improve Alpha Chi Sigma in 
many ways. By improving recruitment numbers, increasing 
new member involvement and improving member 
attendance, our organization will be stronger and make more 
of an impact on the campus community. 

Thank you for the opportunity to be a member of Alpha Chi 
Sigma. Your improvements to the chapter have encouraged 
my consideration of even more improvements to be made. I 
hope my suggestions can help further improve Alpha Chi 
Sigma. 

If you have any comments or questions about my 
suggestions, please contact me by phone at (513) 123-4567 
or e-mail at ah456789@ohio.edu. 

Sincerely, 

 

Amanda Harrell 
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Caity Holleran  
33 N. Maple Ave 
Athens, OH 45701 
(440) 123-1234 
 
January 28, 2008 
 
Mike Smith, Owner 
Quizno’s Subs 
123 Detroit Rd 
Zanesville, OH 43701 
 
Dear Mike, 
 
I hope this letter finds you well. I heard that you hired new 
employees recently, so I am sure you have your hands full 
training them and running Quizno’s at the same time. This 
coming summer, I look forward to returning to work and 
helping you manage the store. I enjoy the work atmosphere 
you have created and appreciate all the opportunities you 
have provided for me. Since Quizno’s opened in April 2005, 
you and I have both noticed a problem that occurs on a daily 
basis: employees not wearing the entire uniform. I know you 
have tried various methods to enforce the uniform policy, 
and these methods found success for a short time but 
eventually lost momentum. I have thought over this problem 
and will propose a solution so you can keep your business 
running smoothly and increase profits at the same time. 

The problem of employees not wearing the complete 
uniform is chronic. Every employee, including myself, has 
been guilty of not wearing hats, aprons, or name tags. This 
problem not only makes employees look unprofessional, but 
we are violating health department policy by not wearing 
hats or hair nets. Worst of all, during corporate inspections, 
we have failed the uniform portion 27 out of 30 times. I am 
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aware that every time we fail this portion of the inspection, 
you are fined $50, which adds up to over $1,300 lost in three 
years due to incomplete uniforms.  

To resolve the incomplete uniform issue, I recommend you 
keep extra uniforms in the back of the store and require 
employees to purchase any item they forget to wear. First, I 
suggest you make a general announcement to all employees 
about a new, stricter uniform policy. Then, any time an 
employee forgets to wear the complete uniform to work, an 
extra uniform will be available in the back. Enforcing the 
new policy is of utmost importance, thus, you need to 
establish consequences for policy offenders. If an employee 
forgets to wear any part of the uniform, then he or she should 
be required to buy that part of the uniform from your stock. 
I recommend deducting the price of the uniform from the 
employee’s tip at the end of the night, or keeping a running 
tally and deducting the price from the next paycheck. 
Hopefully, this would have to happen only once or twice 
before employees take the policy seriously. After a few 
weeks, employees will make it a habit to come to work in 
the full uniform, and you will stop losing money due to 
inspection fines. 

If you build wooden cubicles or buy metal lockers, you could 
ask employees to bring in their hats, name tags, and aprons 
and leave these items in a personal locker at the end of every 
shift. You can purchase wooden cubicles or metal lockers for 
under $100, and employees with hats, aprons, and name tags 
at the store will always be properly dressed. 

I understand that my solution requires you to purchase new 
uniforms to keep in the back of the store, but I assure you, it 
is money well spent. Placing an order for more uniforms is a 
one-time expense that will not have a significant impact on 
your income over the long run, and forgetful employees will 
reimburse you for the uniform items they take. If anything, 
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the cost of the uniforms is less than the cost of the monthly 
inspection fine, and therefore, ordering the uniforms is a 
reasonable solution to your problem. 

The problem with incomplete uniforms has plagued 
Quizno’s for over three years. I hope my suggestions will 
help you end this problem, and if you would like any further 
input on this issue, do not hesitate to call me at (440) 372-
1234. I appreciate you taking the time to read my letter and 
to consider my proposal. 

Sincerely, 

 

Caity Holleran 
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Olivia Hosler 
15 Mill St 
Athens, OH 45701 
 
April 13, 2012 
  
Rebecca Smith, Owner  
Uptown Coffee House 
123 Broadway Ln 
Athens, OH 45701 
  
Dear Mrs. Smith:  
 
As you know I have worked at Uptown Coffee House for a 
year. I wanted to first express how thankful I am to have such 
an amazing work experience. From working at your 
coffeehouse I have learned how to be a responsible leader 
and manage a business. I enjoy coming to work because of 
the wonderful relationships I have gained with my customers 
and coworkers. I am very proud to have helped manage the 
coffeehouse, and I feel that some changes can be made to 
help us operate more efficiently.  

In my opinion the largest problem that we have at Uptown 
Coffee House is that changes in tasks for openers and closers 
are not effectively communicated from managers to the 
average employee. This has caused closers to not know that 
they had an extra task to do during their shift and this then 
forces the openers to scramble in the morning to get the 
missed task completed.  

The other problem that I have noticed is that some opening 
or closing tasks are sometimes missed or forgotten. Every 
opening and closing task is important, and when one is 
forgotten it causes the workflow to be disrupted during our 
hours of operation. 
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First, I suggest that a whiteboard placed in the kitchen so that 
unusual tasks can be written down by managers to alert the 
staff that this task needs to be done. Then when an employee 
completes the task, they can erase it from the whiteboard to 
minimize confusion. This way a physical reminder exists to 
indicate that an extra task needs to be completed during a 
shift. Also, by having a dry erase board instead of a piece of 
paper the task can be erased so that other employees know 
that the task was completed. This will eliminate confusion 
when non-routine tasks are not performed. This solution will 
substantially help any miscommunication that occurs when 
these tasks are assigned and ensure that the task is completed 
on time.  

My other proposal to increase the efficiency of the opening 
and closing tasks of the coffeehouse would be to laminate 
the daily opening and closing task lists and hang them in the 
kitchen in a visible area. If this is done, employees would be 
able to see what needs to be done every opening and closing 
shift. This will ensure that no daily tasks would be missed 
and we could avoid the scramble during business hours 
because a daily task was forgotten. This solution is very 
simple and easy to do because we already have the task lists 
made and we just need to put them in a visible place so that 
employees are reminded what needs to be done in the store 
daily. This will ensure that business will run smoothly during 
our hours of operation.  

My suggestions will help benefit Uptown Coffee House in 
many ways. Placing a whiteboard for unique tasks and a list 
of opening and closing tasks on the wall will help the 
coffeehouse run more efficiently. This is going to ensure that 
everything is done by the time the restaurant opens and 
closes.  
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Thank you for everything you have taught me over this past 
year and all of the responsibility that you have entrusted in 
me. I have learned how to run a business, think outside the 
box, and expand our customer base. I love working at 
Uptown Coffee House and all of the cherished relationships 
I have with coworkers and customers. In closing, I would 
like to thank you for taking time out of your day to consider 
my suggestions to improve the coffeehouse we both hold so 
dear to us. 

If you have any questions about my suggestions, feel free to 
call me at (740) 641-1234. 

Sincerely,  

  

Olivia Hosler 
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Jillian Johnson  
125 Anonymous Street  
Apartment 101 
Athens, OH 45107 
 
February 21, 2010 
 
Smith Rentals 
123 North Court Street  
Athens, OH 45107  
 
Smith Rentals: 
 
I am a senior here at Ohio University, and I have been a 
resident in the Palmer Place apartment complex for the past 
five quarters, since fall 2009. During this time, I have 
enjoyed my stay for the most part. The grounds are always 
kept in very clean shape, and I always feel safe in my 
apartment and within the courtyard. Our security staff is 
helpful, courteous, and willing to go above and beyond in 
order to make us tenants feel at home in Athens. 

However, since the beginning of the 2009-2010 school year 
my roommates and I have come across one problem I am 
asking you to fix. The new tenants who moved into the 
apartment below us, in September 2009, have a tendency to 
blare their music anywhere from 6 to 12 hours straight, every 
day of the week. This volume issue is so bad that we have 
had drinking glasses fall off the edge of a table from the new 
tenants’ bass being up so high. In most instances, we are able 
to recognize what song they are playing at any point in time 
during the day.  

According to Ohio University Department of Off-Campus 
Living and Residence Life, the Athens Noise Ordinance is 
as follows, “Noise is restricted during the hours of 10:00 PM 
and 7:00 AM Sunday through Thursday and 12:00 AM 
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Friday and Saturday. Noise will be considered radios, live 
music, voices, etc. that is audible from a distance of 50 feet 
or more from the building or structure which the sound 
originates, or exceeds 85 decibels at any point outside the 
property.” This source states that penalty for violating a 
minor misdemeanor is a fine up to $150. If the violation 
persists after a warning or a citation, the violation becomes 
a 4th degree misdemeanor with a penalty up to 30 days in 
jail and a maximum fine of $250. 

I believe this matter can be handled easily with 
professionalism and maturity from all parties involved. My 
first recommendation would be to add a section in all renters’ 
contracts making them aware of the new noise policy at the 
beginning of the 2010-2011 school year. If you have the 
noise policy in the contract renters will not be confused as to 
where Smith Rentals stands with noise and noise complaints 
within the complex.  

Smith would need to enforce this new noise policy. The 
security guards who walk the grounds at night could be 
responsible for enforcing these time regulations. If any 
apartments were not following these rules, they would be 
given a warning from the security guards on staff that day. 
If the tenants do not turn down their volume after being 
warned, and the problem persists, then the guards would be 
held accountable for calling the police and reporting the 
noise violation. 

I believe that this volume problem, if handled with maturity 
and professionalism, will benefit not only my roommates’ 
and my eardrums but also Smith Rentals as a whole. In the 
short time that Palmer Place has been around, it has gained 
the reputation of being the “Party Palace” with its all-night 
keggers and 1st annual Palmer Place Fest. Smith will be able 
to market to an even larger group of potential renters if you 
take the time to combat this issue and turn the music down.  
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Another benefit that your business will receive is 
maintaining and improving upon the relationship with the 
residents at Heritage Commons Apartment Complex, which, 
as you know is located directly across from Palmer Place. 
Seeing as most of the people who live in Heritage Commons 
are elderly citizens, I believe that they would also enjoy 
more peace and quiet, especially on weekends. By having set 
hours that music can and cannot be played, Palmer Place can 
and will give our elderly neighbors the respect they deserve. 

Maintaining the peace of our beautiful residence should be a 
priority for Smith Rentals. With this noise complaint in 
mind, please consider my recommendations for improving 
the harmony and tranquility of Palmer Place apartments as 
well as all other Smith Rental properties. 

If you have any questions, comments or concerns, feel free 
to contact me at (513)123-4567. I would more than welcome 
the opportunity to discuss this or any other issues you may 
have at your own convenience. Thank you for your time and 
considerations. 

Sincerely, 

 

Jillian Johnson 
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Trevor Lindle 
Fenzell Rm. 123 
Athens, OH 45701 
 
September 19, 2010 
 
Dr. Roderick J. McDavis, President 
Office of the President 
Cutler Hall 108 
Athens, OH 45701 
 
Dear President McDavis: 
 
My first couple of weeks as a freshman at Ohio University 
have been incredible. I graduated from Sycamore High 
School in Cincinnati and came to Athens because O.U. is the 
best school in Ohio. Local restaurants such as Big Mamma’s 
Burritos, O’Betty’s Red Hot Dogs and Goodfella’s Pizza are 
unrivaled. Our professors are top notch and our campus is 
unbelievably beautiful. I am far from disappointed with Ohio 
University; however, I feel the custodial and dining 
departments need improvement. I would like you to consider 
a few proposals that I believe will drastically improve both 
agencies.  

First of all, the custodial team needs to do a better job 
cleaning my bathroom. I cannot place a washcloth on the 
sink without touching toothpaste, hair, crust or dirt. My toilet 
continues to look gruesome. I saw the same mark on the 
inside of the toilet bowl for over a week. The custodial team 
makes their presence known to me only when they bang their 
vacuum against my door at 8 a.m.  

I recommend cleaning the bathrooms more thoroughly and 
frequently. Hiring more workers, creating a cleaning 
checklist, and having fellow co-workers double check areas 
that need to be cleaned could solve this problem. Although 
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hiring more workers could be expensive, the satisfaction of 
the thousands of students using sanitary bathrooms is well 
worth the cost. I also understand it’s difficult to monitor 
hundreds of bathrooms; however, considering the cost of 
living at Ohio University I feel I have the right to a clean 
bathroom. 

My next proposal relates to our dining department and set 
meal plans. The food variety is amazing and each grab-and-
go is a nice addition, but the dining halls need to be more 
flexible. Dining halls unfortunately remind me of my high 
school cafeteria. At least in high school you were not forced 
to eat mass-produced food. I am irritated that freshmen are 
forced to have a meal plan and can dine only during specific 
hours. Throughout the week, I miss out on multiple meals 
due to class, activities, or not being hungry during the 
designated time periods. I have been to only 5 out of my 42 
possible meals during my first three weeks. I understand that 
I am robbing myself, which makes the situation even more 
frustrating. 

One way the dining department can easily improve this 
situation is by extending all meal periods one hour. I realize 
this would be costly, but I guarantee this solution would 
please 100% of the student population.  

I feel I would save hundreds of dollars if I were not required 
to have a meal plan. I would rather purchase a burrito from 
Big Mamma’s or two hot dogs and a drink from O’Bettys, 
which are about equivalent to the cost of a meal at a dining 
hall. I know that requiring freshmen to have a meal plan is 
profitable, but I feel it would be fairer if we pay only for what 
we eat. If I were not required to have a meal plan, I would 
be able to buy food I actually enjoy.  

I believe the employees of the dining halls are excellent at 
their jobs; however, I never can enjoy mass-produced buffet-
style food. I am a picky eater, which is the main reason why 
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having a meal plan is difficult for me. Another suggestion 
would be to charge students only for each individual item 
they pay for. This would prevent students from feeling they 
need to stack their trays with as much food possible. All 
students would enjoy their stay more at Ohio University if 
they knew the amount of money they would be saving.  

If you have any questions, comments, or concerns relating to 
my suggestions, you can contact me by e-mail at Trevor 
12345@hotmail.com or by phone at (513) 482-1234. I love 
Ohio University and enjoy being a freshman here. Thank you 
for taking the time to consider my suggestions. I look 
forward to having an incredible college experience. 

Sincerely, 

 

Trevor Lindle 
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Philip Miller 
19 Maple Street 
Athens, Ohio 45701 
 (423) 555-3420  
 
September 29, 2008 
 
Michael Smith, Landlord 
Smith Rentals, LLC 
123 Scranton Road 
Athens, Ohio 45701 
 
Mr. Smith: 
 
My housemates and I want to thank you for the pleasant 
experience we have had living in our rental house. We feel 
the house meets most of our needs and feel confident in the 
quality of the service you have provided. Although most of 
us will be graduating this year and will not be able to rent 
from you again, we would like to offer some suggestions on 
how the house could be improved. Since you just bought the 
rental property this quarter, we feel that our experience 
living here could help you understand the issues that future 
tenants may bring up. 

The first area we would like to bring to your attention is the 
kitchen. Even though the kitchen space is very large, it lacks 
basic features that help utilize all of its space. Limited 
countertop space next to the sinks and nowhere else in the 
kitchen makes it hard to prepare meals and clean dishes. A 
countertop range could be built on the south end of the 
kitchen, next to the old chimney. This would more than 
double the countertop space and would be in an ideal 
location for preparing and cooking meals. 

Another major amenity missing in the kitchen is a 
dishwasher. We have learned the hard way that college 



 60 

students really do not like doing dishes. In fact, many of our 
friends are looking at houses for next year that include a 
dishwasher in their lease. Adding a dishwasher would 
increase the value of the house, allowing you to charge 
slightly more for rent and attract renters more quickly. 
According to Lowes.com, a dishwasher runs from around 
$200 to $1000. A cheap dishwasher would certainly do the 
job. The dishwasher could be easily installed underneath the 
countertop proposed earlier. Since all of the water and 
electric lines are directly below the kitchen in the basement, 
installing the dishwasher would not be hard. 

If you’re looking for a long-term improvement to the house, 
consider adding insulation to the outside walls. According to 
the previous tenants’ testimony, the winter months required 
them to pay for extra gas to heat the house. This is largely 
due to the walls having little or no insulation in them, letting 
all the warm air escape and the cold air from outside to 
reduce the temperature inside the house. Also, in the 
summer, the house heats up more quickly because it cannot 
properly repel the summer’s heat waves. Even though 
potential renters will not visually notice this improvement, it 
would make the house better overall. With the added 
insulation, you could also consider adding central AC, 
therefore adding more value to the house for renters. This 
will help attract more students who are looking for central 
AC.  

We really enjoy having a driveway to allow us to park off 
the street, but it does come with its inconveniences. The 
driveway is long enough to fit only three cars in the drive. 
Since the house accommodates five people, you can expect 
that your renters will have five cars. This leaves two cars to 
park on the street and having to move their cars every 24-
hours. Additionally, those who do park in the driveway must 
negotiate arrangements to get their car out when they need 
it. When one car is parked on the inside of the driveway, 



 61 

everyone else in the drive must move his or her car in order 
for that person to leave. This can be troublesome when last-
minute plans are made and the other housemates aren’t 
around to move their car. A solution to this problem can be 
approached in two ways. One idea is to remove the pine tree 
in the front lawn, which serves little purpose but to drip sap 
on the cars. With this tree removed, you could extend the 
driveway southward, creating another one or two spaces. 
Another idea is to continue the driveway down the hill like 
it was originally designed. If this is done, you could easily 
fit the other two cars in the driveway. 

Again, we have thoroughly enjoyed our experience living in 
this rental house and working with you. We think you do an 
excellent job as a landlord and would like to help you with 
your future successes in this house. My housemates and I 
hope that you can take our suggestions and use them to your 
benefit. If you would like to discuss any of these ideas 
further, you can contact me at (423) 555-1234 or by e-mail 
at pm123456@ohio.edu.  

Regards, 

 

Philip Miller 
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Casey O’Brien 
60 East Green Drive  
Room 123 
Athens, OH 45701 
 
September 19, 2010 
 
Ms. Sarah Smith 
Tiffin Hall Residence Director 
123 East Green Drive 
Athens, OH 45701 
 
Dear Sarah, 
 
I am a freshman at Ohio University and I am currently living 
in Tiffin Hall. I love Tiffin. It is a beautiful dorm, and its 
location on East Green is fantastic. I felt at home as soon as 
I moved in. However, I believe a few things could be done 
to improve our residence hall. 
 
One problem I have noticed is the lack of trashcans around 
the perimeter of the building. At nearly all of the exterior 
doors of the building there are ashtrays, but no trash cans. 
This leaves no place for people to throw away their trash 
before entering the building, and encourages them to toss 
their trash on the ground near the ashtray, or up against the 
building. To solve this problem, I suggest that trash cans be 
placed next to the ashtrays at hall entrances, or that the 
current ashtrays be replaced with the combination ashtray-
trash cans that I have seen in other locations on campus. 
Even though my suggestion will require Ohio University to 
spend money on new trash cans, it will be well worth having 
clean residence halls, and will reduce the chance of the 
university needing to hire someone to clean up the litter on 
campus. 
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Another problem I have observed during my stay in Tiffin 
Hall is the shower area. In the floor bathrooms of Tiffin, the 
showers are in a separate room that is partitioned from the 
sinks and stalls by a curtain. The walls and floors of this 
shower room are tiled. As you can imagine, when residents 
shower, the floor of the shower room becomes wet and 
slippery. This slippery floor can be very dangerous, and no 
mats are on the tile floor to provide traction for showering 
residents. I suggest that traction strips or rubber mats be 
placed in the shower rooms. Even though the mats will be 
installed at a cost to the university, it will be well worth 
insuring the safety of Tiffin residents, and could possibly 
help the university avoid a lawsuit that may occur if someone 
were to be injured in the dangerous showers. 
 
The third problem I have noticed in Tiffin Hall is the 
inability to keep our individual dorm room doors open. As 
you know, the interior doors of Tiffin Hall are attached with 
a fairly strong, spring-loaded hinge that forces the door to 
close automatically. There is also no door stopper. This 
makes it impossible to keep my room door open without 
placing a very large, heavy object in the doorway to keep the 
door from shutting. As a result, most of the doors on my floor 
remain closed during the day, and this creates a very anti-
social atmosphere within the dorm. I recommend getting 
door wedges for our individual doors. If the cost of outfitting 
all of the rooms with a doorstopper is a deterrent, I suggest 
that we hold a hall get-together, at which we can create our 
own, home-made door wedges. This will promote 
interaction among the hall residents, and provide an 
opportunity to make friends and enhance our experience at 
Tiffin Hall. 
 
I understand that my suggestions will require you to make 
purchases in order to update our residence hall; however, the 
benefits that these updates will bring students are well worth 
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the money. They are realistic goals that we can achieve with 
the help of my fellow residents. By making Tiffin a cleaner, 
safer, and more sociable living environment, residents will 
enjoy their stay, and be more likely to return to the hall in 
future years. 
 
Thank you so much for taking the time to read this letter. I 
truly enjoy living in Tiffin Hall, and I am excited for the rest 
of my year here. I hope you consider my suggestions, and if 
you have any questions about my recommendations, please 
contact me by e-mail at co123456@ohio.edu, or by phone at 
(330) 605-1234. Thanks again. 
 
Sincerely, 
 
 
 
Casey O’Brien 
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Nick Prochazka 
1234 East Carpenter St. Apt. ABC 
Athens, OH 45701 
 
October 1, 2008 
 
Dan Smith, Owner 
Red Brick Sports Pub & Grill 
123 North Court Street 
Athens, OH 45701 
 
Dear Dan, 
 
This letter comes to you regarding an exciting opportunity to 
further your business’ ongoing commitment to giving back 
to the Athens community. Alpha Kappa Psi Professional 
Business Fraternity is looking for local business sponsors to 
assist in making the 4th Annual Joe Leone Memorial Golf 
Scramble a success. With the help of your local business, we 
hope to make this annual charity event a memorable one for 
students, local residents and Athens County Big 
Brothers/Big Sisters. 

This tournament is dedicated in loving memory of our fellow 
brother, Joe Leone. Joe Leone, a member of Alpha Kappa 
Psi at Ohio University, lost his life in a tragic accident in 
August of 2004. Joe was a loyal, honest, and dedicated 
individual who brought happiness to his family and friends. 
Joe was a faithful friend, an excellent student, and a son who 
would make any parent proud. He made a true impact on the 
lives of all who knew him. His presence is, and forever will 
be, truly missed. Always looking for ways to better our 
organization, Joe planned and executed our first golf 
scramble in 2004. Now that Joe has passed, we wish to honor 
his life and his commitment to others by continuing the 
tournament in his name. 
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The 4th Annual Joe Leone Memorial Golf Scramble will be 
held Sunday, October 5, 2008, at the Ohio University Golf 
Course. All of the money raised will go to the charity of Joe’s 
mother’s choice, Athens County Big Brothers/Big Sisters. 
Last year we were able to donate a total of $1,300 to this 
charity. Big Brothers/Big Sisters is the oldest and largest 
youth-mentoring organization in the United States. 
Relationships are formed that provide children with skills 
needed to meet the daily challenges of life. 

Part of what makes this event truly special is the building of 
strong partnerships with the community. Your sponsorship 
of this event will benefit you by: 

• Exposing your business to the student body 

• Exposing your business to the local community 

• Helping the local community by donating to the Big 
Brothers/Big Sisters of Athens 

• Showing your business’s commitment to charity and 
giving back to the local community  

We hope you will consider joining Alpha Kappa Psi in 
creating a fun event for a great cause. Last year Red Brick 
Sports Pub & Grill sponsored a full hole for $200 and 
provided wings to the participants and workers of the event. 
We hope this year Red Brick Sports Pub & Grill will also be 
able to sponsor another hole as well as provide more 
refreshments for participants and workers.  

Please feel free to contact me with any questions you may 
have about the event. I can be reached by email or telephone: 
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nb@123456@ohio.edu or (440) 123-4567. I will be 
contacting you again in a week to ask for your decision. 

Sincerely, 

 

Nick Prochazka 

Memorial Golf Scramble Committee Member 

Alpha Kappa Psi Business Fraternity 
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Anthony Redfern   January 27, 2010 
34 West Stimson Avenue 
Athens, OH 45701 
 
Shelly Smith, Mail Services Director 
Ohio University Mail Service 
Building #8 The Ridges 
Athens, OH 45701 
 
Dear Shelly,  
 
I would like to start off by thanking you for the employment 
opportunity you have given me at the mail room over the 
past four years. It has been a great learning experience, and 
I have gained much knowledge about the essentials of a well-
ran mail delivery system, along with professional skills that 
will help me throughout my career. Since I have worked at 
the mail room for such an extended period of time, I have 
become aware of a few issues that I would kindly like to 
address to you with attempts to fix some minor problems in 
order to be more efficient and boost productivity at the mail 
room.  

The first issue that I have noticed which is causing some 
problems at the mail room is improper training for new 
student employees on the UPS and Fed Ex shipment 
computers. When new students are hired each quarter to 
work at the mail room, they are not formally trained on how 
to properly run these machines. A very quick lesson is given 
about the general ways of working these machines to process 
shipments and deliveries, but I think that a more extensive, 
formal training should be implemented. We have had far too 
many problems with packages being sent to the wrong place, 
or not being sent at the correct time through the proper 
carrier.  
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As we both know, very in-depth controls are used on these 
machines, and it’s vital that students can properly work these 
shipping machines. By introducing an extensive training 
program for new employees, we will become more 
productive with fewer errors. Introducing a manual of 
instructions on how to properly run the shipping machines 
will give students something to look at when they come 
across an issue they are unsure of. In this manual will be a 
checklist, which will have step-by-step instructions on how 
to properly complete each task such as sending mail 
overseas, or how and when to use specific carriers such as 
Fed Ex, UPS, or USPS. Also, this manual will give 
instructions on the differences between ground shipping, 
overnight, next day air, and next day air saver shipping 
methods, so the correct method is used.  

I understand that time and money is always an issue when 
changes are made, but this problem can be solved without 
having to spend company money, and can be done during 
slow hours or down time at work, which we frequently have 
in the early afternoons. In my opinion, implementing this 
training course will have no negative effects, and it will 
benefit the mail room as a whole.  

Another minor concern that I would like to bring to your 
attention is that I, along with other employees, feel that we 
have hired too many student workers throughout the quarter, 
which has resulted in less productivity because of the chaos 
and clutter of numerous students working at once, when only 
a few workers are needed. I appreciate the fact that you are 
a caring and sincere individual who wants to give 
employment opportunities to as many people as possible, but 
I feel that we may have exceeded the number of student 
workers needed to successfully run the mail room. We both 
know that only two students are needed for the pick-ups and 
deliveries, and two students to process the shipments, yet we 
have up to seven or eight students working at one time. 
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Because so many students work at the same time, goofing 
off and horseplay occurs regularly, making everyone else 
around less efficient. If you reduce the number of student 
workers, people can focus more at the task at hand, while 
also saving mail services money on the budget.  

The budget has been a recent concern that we have dealt 
with, along with limited hours also becoming an issue over 
the past few months. Employees who have worked at the 
mail room for multiple years and have the most experience 
are having their hours cut or reduced down in order to free 
up space and money for others. If some of the students are 
released, money will be saved, and only the most 
experienced workers will be able to complete the jobs. I 
understand that students cannot be fired or released for no 
reason, so I think that the best way to address this problem 
is to not hire more students for the time being, until it is 
necessary.  

Thank you for the valuable opportunity you have given me 
at the Ohio University mail room. It has been an honor and 
pleasure to work with such genuine people. I would also like 
to thank you for taking time out of your busy schedule to 
consider my recommendations for making the mail room a 
more productive and efficient workplace. The ideas that I’ve 
come up with will not cost the mail services department any 
money and will only benefit the department. 

If you have any questions, or would like to discuss these 
proposals further, I would love to hear from you. Please feel 
free to contact me on my cell phone at (740) 123-4567 or via 
email at ar123456@ohio.edu. 

Sincerely,  

 

Anthony Redfern 
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Michael Santora  
85 North Court Street 
Athens, Ohio 45701 
 
January 25, 2011 
 
Janelle Smith, General Manager 
Smith’s Diner 
345 Oak Drive 
Twinsburg, Ohio 44087 
 
Dear Janelle, 
 
I am very grateful that you hired me to work at Smith’s Diner 
during my high school years. I gained a lot of valuable 
experience while working on your staff there. Working at 
Smith’s Diner taught me how to conduct myself in a 
professional work environment and also to be punctual and 
hardworking. I also became much better at communicating 
with people, both coworkers and customers. During my 
tenure at your restaurant, however, I saw a couple of 
everyday practices that could be improved. 

When you first hired me to work in your restaurant, my job 
was to clean tables after customers left and take the dirty 
dishes back to the kitchen, and also to keep the restaurant 
clean in general. It could be a demanding job on nights that 
it was busy considering that I was the only busboy and I was 
in charge of cleaning the clubhouse, bar, and dining room. 
On one of those busy nights, I realized an issue amongst my 
coworkers and myself. When employees who smoked 
cigarettes were granted permission from a shift manager, 
they were allowed to go outside behind the restaurant and 
take a break for about ten minutes or so. The problem was 
that non-smokers were not granted these breaks. I suppose 
the logic was that because non-smokers did not have a real 
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need to go outside, they were expected to keep working. I 
believe this is extremely unfair to non-smokers. 

I have two suggestions to resolve this problem. One solution 
is to allow non-smokers to take periodic breaks in which they 
can either go outside if they want some fresh air, or sit down 
in the server alley to allow them to rest and regain some 
energy. I think that it would be fair for each employee to 
receive a ten-minute break for every three hours of work. It 
would be economical to stagger the breaks so that during the 
time certain employees are on break, the other employees 
could be given the responsibility of covering for the breaking 
servers’ tables.  

My alternate suggestion is that the non-smokers be given 
fewer closing duties at the end of the night. This way the 
non-smokers, who did not receive breaks during their shifts, 
can go home a little earlier at the end of the night. The 
smokers could cover for the extra closing duties in exchange 
for receiving breaks throughout their shifts. This would also 
be a good way to tempt smokers to quit smoking, promoting 
a healthier restaurant.  

The second problem I came across while working at Smith’s 
Diner was that some of the employees there had a habit of 
parking near the front entrance of the restaurant. This was 
usually not a huge problem, but when the restaurant became 
really busy, the parking lot got crowded and I witnessed 
some customers having to park all the way around the back 
of the building near the dumpsters. Forcing customers to 
park back there may deter them from returning to Smith’s 
Diner. 

I think that a policy should go into effect, requiring all 
employees to park around the back of the building. This way, 
as many good parking spots as possible are left open for 
paying customers. Also, they would not have to see our 
trash, or our employees who are out back on break smoking 
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cigarettes. There may be some concern for the safety of 
employees, females especially, when leaving work. This 
does not appear to be a very big risk, though, considering 
that the back parking lot is well lit and under the surveillance 
of video cameras. 

If these suggestions were to be put into practice, I believe 
Smith’s Diner would be an even better environment for 
employees and customers alike. Using the new breaking 
policy would improve productivity and employee happiness, 
and the new parking policy seems very practical. I think that 
customers would be happier when visiting the restaurant if 
they could park closer to the door. 

If you would like to discuss my suggestions, I would be 
happy to talk about them. You can contact me by emailing 
me at ms123789@ohio.edu or calling me on my cell phone 
at (216) 234-5678. Thank you for considering my concerns 
and suggestions, and I hope to hear back from you soon. 

Sincerely, 

 

Michael Santora 

  



 74 

Chelsea Thieken  January 26, 2011 
1 Oak St. 
Athens, OH 45701 
 
Kent Smith, General Manager 
Baker Food Court 
123 Park Place 
Athens, OH 45701 
 
Dear Kent, 
 
As you know, I have been one of the Student Coordinators 
at Jefferson Market for about a year and a half now. During 
my time holding this position, I have learned a lot about 
leadership skills and problem-solving in the workplace. 
Overall, it has been (and continues to be) a great learning 
experience that I think will benefit me in the long run. 
However, there are some problems that have arisen. 

I have found that we often have maintenance problems that 
are not efficiently taken care of by the maintenance staff. 
When a problem with our equipment or the store itself is 
brought to light, we immediately put in a work-order, but we 
do not receive help or response in quite the same timely 
manner. For example, we have been having problems with 
our outside door to the market. After being repeatedly 
opened and closed throughout the day, the door slowly locks 
itself, prohibiting customers from entering and causing the 
workers to have to unlock the door several times a day. 
Additionally, when we close for the night and lock the door, 
it can sometimes be opened after a few tugs on the handle, 
posing obvious issues for the safety and security of the 
market. 

Also, one of our freezers that usually holds many frozen 
dinners for sale has been broken since the market opened at 
the beginning of Winter Quarter. The thermostat no longer 
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works, causing high temperatures and spoiling the food 
inside. With this freezer being out of service, we have had to 
hold back on selling the items that it usually contains and 
this limits the customers’ purchase options. 

These problems, I believe, can be solved quite easily. Since 
the maintenance requests put in by us at the market 
apparently go unnoticed, I think it would help if you used 
your seniority to put in the requests yourself since you are 
highly respected throughout Dining Services and the 
university in general. My suggestions for the quick fixes are 
as follows: 

1. Install a new lock or an entire new door to the market. 

This would allow customers to easily get in and out of the 
market during operating hours and prevent them from 
entering after closing. 

2. Replace the thermostat in the freezer. 

Replacing the thermostat would get the temperatures back to 
the level that they need to be to keep the food in quality 
conditions. 

I realize that your schedule is terribly full and you probably 
have larger issues to deal with than maintenance requests in 
a market, but it would be beneficial to consider how this 
would improve the business. 

With the door and lock being fixed, customers will be able 
to effortlessly come and go as they please during operational 
hours. If they constantly have to worry about whether or not 
the door will be locked, they may start taking their business 
to a different market, financially hurting Jefferson. Also, a 
functional door and lock would allow the employees to use 
their time more wisely by helping customers and stocking 
the shelves, as opposed to constantly checking the door and 
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having to unlock it if necessary. The largest issue at hand 
with this broken door, obviously, is the fact that people are 
potentially able to enter the market when it is closed and steal 
products, or money, and vandalize the store. I think this is 
incentive enough to get the problem sorted out. 

In addition, if the freezer was fully functional, we could 
provide the customers with more product choices. With the 
limited space we currently have with this broken freezer, 
bringing back more options that used to be available before 
the freezer broke would satisfy some of the customers’ needs 
when shopping. We have had requests and demands for the 
products that the freezer usually holds, but we can’t meet 
these requests when we don’t have enough space to display 
and offer these missing items. Functioning freezer = happy 
customers! 

Overall, these issues can be easily solved with a simple act 
from you, Kent. Your assistance with communicating with 
maintenance would be highly valuable to this business that 
you manage, the people who work for you, and the students 
across campus who shop in Jefferson Market. 

If you have any feedback or questions on the matter, please 
don’t hesitate to contact me on my cell phone (516) 123-
6789 or at the market (740) 597-4321. I appreciate your time 
in reading this letter and hope you consider my 
recommendations! 

Sincerely, 

 

Chelsea Thieken 

Coordinator, Jefferson Market 
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Katie Trigg  
99 West Green Dr. 123 
Athens, OH 45701 
 
September 20, 2010 
 
John Smith 
Sonic Drive-In 
1799 East Main Street 
Lima, OH 43123 
 
Dear John, 
 
It has been a pleasure to work under your management at 
Sonic Drive-In for the past six months. While working at 
Sonic, I developed a strong sense of leadership and work 
ethic that I will be able to carry with me in life. I also gained 
experience working with customers and handling money 
under stressful situations. Although I have seen first hand 
how great of a restaurant that Sonic can be, I have noticed a 
few changes that could be made to ensure the safety and 
happiness of both the Sonic carhops and customers.  

Being a carhop, I skated many 8-hour shifts per week, and 
experienced the pain and discomfort on my feet, legs, and 
back, that most carhops do. Dropping a customer’s food and 
falling on the rough concrete were two things that I was 
nervous about every time I laced my skates up. Everyday I 
was going home with multiple bruises on my knees and 
blisters on my ankles. My back was throbbing by the end of 
my shift and I could barely stand up straight. It was very hard 
for me to give excellent service to the customers when I was 
falling in the parking lot over gravel, and spilling their drinks 
and food. All of my co-workers were experiencing the same 
problems. The problem seems complex, but I have some 
recommendations that could be done to ensure the safety and 
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happiness of the carhops and customers. Adding ramps 
instead of curbs to the parking lot, cleaning the lot daily and 
possibly repaving it, and improving the condition of the 
skates or buying gel inserts are three solutions that could 
improve the Sonic carhops’ shifts and the overall quality of 
the drive-in.  

First, making the transition off the curb to the parking lot on 
skates made it very easy for someone to roll or twist their 
ankle, especially when there was a full tray of food or drinks 
in their hand. It was easy to trip over the curb on your way 
back into the building, or on your way to take food to a 
customer. My skates had no rubber stopper on the front of 
them, so when this happened to me it was almost inevitable 
that I was going to fall. A way to improve this situation 
would be replacing the curbs with ramps. Contacting a local 
construction company and getting an estimate is what I 
would recommend, and I have enclosed a list of construction 
companies and their contact information, within 50 miles of 
Sonic Drive-In. This would make for a smoother transition 
onto the parking lot. This recommendation would also make 
Sonic more handicap accessible and easier for the customers 
to access the Sonic patio. 

Second, the simple task of cleaning and sweeping the lot 
daily would prevent many accidents in the parking lot and 
take a lot of pressure off the feet of carhops. Whenever I 
would go over a rough patch in the parking lot, it took extra 
effort to skate over it, and a lot of ankle strength to be able 
to get past it. I know there are many tasks to perform while 
opening the building, so I recommend making sweeping the 
lot a task of the night crew. A lot of time, after 10:00 p.m., 
families are at home, and most of the orders that come 
through are drink-only. There is a lot of free time until 
closing at 12:00 a.m., and it would be the perfect time to 
sweep the lot. If you become even more concerned about the 
problem, re-laying the blacktop would make an incredible 
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difference on the effort the carhops have to put out just to 
skate over the parking lot, and the overall appearance of the 
Sonic Drive-In.  

The last problem, and certainly the easiest to fix, would be 
the condition of the skates. When I started working for you 
in February of 2010, the restaurant had already been open 
four years. Looking at the condition of the skates, you would 
assume they had been used for ten. Only a few of the skates 
had rubber stoppers on the front, which are used for breaking 
and staying in one place. A solution that I found quick and 
cheap while on the job, was inserting Dr. Scholls gel inserts 
into my skates. This took a lot of pressure off of my back 
and feet during those long shifts. They can be purchased at 
any near-by convenient store. I have also enclosed a list of 
the possible gel inserts that can be bought for the skates and 
the prices. A more drastic approach would be to replace the 
skates completely. This would solve the blisters and 
uncomfortable feet. I believe that this would be the best 
option. With the Sonic discount that you get on roller skates, 
it shouldn’t be too costly in your budget, especially if you 
are getting happier customers and safer carhops in return.  

I feel the recommendations I have presented to you in this 
letter will greatly improve the Sonic Drive-Inn, in many 
areas. If the carhops are happier while on the job, they will 
certainly have a better attitude and presentation to the 
customers. Fixing the parking lot will make the drive-in 
cleaner looking and better presented also. You may think 
that my suggestions are costly, but they are well worth the 
safety of your employees, who at any point could pin an 
accident back on the company.  

I would like to express my gratitude that I have for the 
opportunity to be a Sonic carhop, and for the leadership 
skills I have gained from my time under your management. 
I hope that you take these recommendations seriously, and 
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look into the options you have to make your restaurant 
improve. If you have any questions or comments, feel free 
to contact me via email at kt123456@ohio.edu.  

Sincerely, 

 

Katie Trigg 

Enclosure 
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Construction Companies near Grove City, OH 

Fabcon LLC 
www.fabcon-usa.com  
(614) 875-8601 
 
G & W Contractors 
gandwhomeremodeling.com 
(614) 806-2064 
  
Pilkington 
www.pilkington.com 
(614) 871-0581  
 
Ford Construction Inc 
(614) 801-0413  
 
Feucht Construction Ltd 
(614) 539-4798  
 
Hanndy Ann's Painting & Repair Co. 
www.hanndyann.weebly.com 
(740) 497-9862  
 
Bob the Builder 
(614) 875-0217  
 

Dr. Scholls Gel Inserts 

1. Dr. Scholls for her sole liners – $6.99 

2. Dr. Scholls insoles with clear massaging gel – $9.99 

3. Dr. Scholls rub relief strips – $7.99 

4. Dr. Scholls ball of foot cushion – $7.49 

5. Dr. Scholls sporti insoles – $9.99 



 82 

Shannon Vance 
 36 N. McKinley Ave. 
Apartment 308J 
Athens, OH 45701 
 
January 27, 2010 
 
Riverpark Towers  
Leasing Office 
36 N. McKinley Ave.  
Athens, OH 45701 
 
Riverpark Towers: 
 
This academic year is my first experience living off-campus 
since coming to Ohio University, and I have enjoyed living 
here at Riverpark Towers since I moved in last August. I like 
the freedom that living here offers, as it allows me to spend 
a lot of time with my friends, including those who live in the 
complex as well as those who do not. However, as I have 
lived here for several months and have received many visits 
from friends and family members, I have noticed a 
significant problem: the lack of guest parking in the lots 
owned by Riverpark make it difficult for guests who drive 
here to visit because they have nowhere to park without fear 
of being towed.  

This problem could easily be solved by Riverpark without a 
lot of cost, and it might even become a profitable solution if 
you desired. I understand that parking spaces are assigned to 
residents who choose to rent the spaces for the entire 
academic year (I, myself, have purchased one) and that the 
parking lots are designed for this purpose. However, I have 
observed while living here this year that numerous spaces 
remain unassigned in the parking areas away from the 
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buildings, and they are empty and unused at all times 
because if someone were to park in them, his or her car 
would be towed. Therefore, I recommend the following 
solutions to this problem: 

1. Set aside several of the available parking spaces in areas 
far from the apartment buildings to be designated as guest 
parking. As we are halfway through the year and a large 
number of spaces remain open, this should not pose a 
problem, and plenty of spaces could remain open in case 
more residents decided to rent them.  

2. Clearly mark the guest parking area by painting the words 
“Guest Parking” on each space (the same way that the spaces 
are currently marked with numbers) and making the area 
clearly visible to all visitors so that they know where they 
are allowed to park. 

3. Implement a system for issuing temporary, daily parking 
passes to visitors so that parking spaces are assigned fairly 
on a first-come, first-served basis. This will have a couple of 
advantages: a) it will ensure that only guests of residents of 
Riverpark Towers park in the guest parking spaces, 
preventing just anyone from taking advantage of a free 
parking area, and b) Riverpark could easily choose to design 
a system in which you could charge a small daily fee for the 
temporary parking passes. 

I realize that you may feel as though you do not have the 
space to implement this solution, but as I stated previously, 
I have noticed that many spaces in areas around the complex 
have remained unoccupied for the whole year. In the current 
system, these areas go to waste because anyone who parks 
there simply gets towed, and Riverpark does not gain any 
profit from these unassigned spaces. By using my 
recommendations, Riverpark would be able to charge for 
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temporary guest parking, and by doing so you could profit 
from parking spaces that currently go to waste and do not 
earn any money.  

The cost to make these changes would be minimal. The 
repainting of the guest parking spaces could be done by the 
maintenance staff, and therefore, only the cost of paint 
would be an issue. Also, the system of issuing parking passes 
and collecting fees could easily be handled by office staff as 
part of their regular duties, so there would be no need to hire 
additional help for this purpose. 

If you were to provide guest parking for visitors of Riverpark 
Towers residents, all of the people involved would benefit. 
Residents could invite guests over without worrying about 
where their friends and family will be able to park. Guests 
would not have to be concerned about where to park without 
being towed, nor would they have to park far away and walk 
to Riverpark. Finally, Riverpark would benefit from this 
solution in several ways. For instance, the parking passes 
could generate a profit from spaces that currently do not earn 
money. Also, visitors to Riverpark who also attend Ohio 
University would have the opportunity to see the apartments 
and might be impressed with this amenity, encouraging them 
to sign a lease with Riverpark Towers. Finally, current 
residents who are dissatisfied with the lack of parking for 
guests would be encouraged to renew their leases for the next 
year.  

If you have any questions or concerns regarding the 
solutions I have presented, please feel free to email me at 
sv12345@ohio.edu or call me at (937) 555-1212. I would be 
happy to discuss this matter with you further.  



 85 

Thank you for your consideration of my recommendation. 

Sincerely, 

 

Shannon Vance 
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Rebecca Waddell 
1234 Main St. 
Latham, OH 45646 
(740) 123-4567 
 
September 29, 2009 
 
Eric Smith, Owner 
Smith’s Retreat Family Resort 
50 Bell Hollow Rd. 
Latham, OH 45646 
 
Dear Eric, 
 
As the season begins to come to a close, I hope that 
everything is going well for you. I am already looking 
forward to beginning my fifth summer of employment at 
your thriving business, Smith’s Retreat Family Resort. Your 
business provides a great place for high school and college 
students looking for summer employment because of the 
flexible scheduling and numerous opportunities to meet new 
people.  

As I was reflecting on this past summer and its success, I 
thought of a few improvements that would make this 
campground even more successful. I have noticed no 
recycling system in use and employees are not wearing hats 
and gloves when handling food, which is a violation of state 
health codes. In this letter I will propose some simple 
solutions to these problems that will keep this business 
running smoothly and efficiently. 

With over 600 campsites, half of those being used by 
seasonal guests, this campground produces a lot of trash. A 
large percentage of that waste is a collection of recyclable 
materials such as cans and bottles. To help eliminate all of 
this trash from being dumped in a landfill, I would like to 
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propose the idea of placing recycling bins/cans at various 
spots within the campground. Some examples of where the 
bins could be placed include at the swimming area, shelter 
houses, concession stands, beside the go-karts, at the kiddie 
area, and anywhere else trash cans are set up. I have 
researched different types of recycling cans and my 
recommendation is a 55-gallon bin that costs $69 plus tax 
and shipping. Additional information about this recycling 
bin can be found in the enclosure that follows. 

Not only could bins be placed within the campground, but I 
would also like to ask seasonal guests to begin recycling. 
The recyclables could be collected by employees once a 
week during the routine trash routes and dropped off at the 
local recycling center. If you would like to propose the idea 
of having the recycling center pick up the items after they 
have been collected within the campground, you can contact 
the local recycling center, Highland Recycling and Litter, at 
(937) 393-4080. You can supply recycling bins at the 
campground for campers who wish to participate. I have also 
researched recycling bins, and my recommendation will cost 
$16.95 per bin plus tax and shipping according to the 
enclosure that follows.  

I understand that incorporating a recycling system would 
require you to purchase recycling bins, but I am certain that 
you will see that this is an investment that will have great 
benefits for this rapidly growing campground. By recycling 
all of this excess trash, the campground will be improving 
the local environment by preventing all of this waste from 
entering landfills. This will also be a great marketing 
strategy for the business as more and more people begin to 
adapt the “go green” theme. The campground’s website and 
brochures could be updated to show that Smith’s Retreat is 
doing its part to help eliminate the amount of waste on our 
planet by providing a recycling system to its visitors. This 
will help attract more visitors and in turn increase profits. 
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Also, the money that is collected from selling the aluminum 
will help pay for the recycling bins that were purchased and 
in time become purely profit.  

The abundance of waste is not the only problem plaguing 
this campground. Another problem that needs corrected is in 
the concession stands located in the swimming area and in 
the game room. Many of the employees are violating state 
health codes by not wearing gloves and hats while preparing 
food. By not following these regulations, the employees 
make the company look unprofessional and put it at risk for 
not passing inspections.  

A simple solution to this problem would be posting signs in 
the kitchen area. These signs will serve as a reminder to 
employees that while handling food they must have on 
gloves and a hat. If employees continue to break the health 
code, the manager can remind or give warnings to the 
employees. Stressing the importance of following the health 
codes at staff meetings would also be helpful. These are all 
things that can be done to fix this problem quickly and easily.  

I understand that reminding employees can become tedious 
work, but I believe that it will be worth it in the end. The 
state health codes will not be in violation, and customers will 
be pleased with the professionalism of your employees. 
Health inspectors will also be impressed by the effort put 
into these small reminders.  

With a little effort these minor problems can be fixed and 
Smith’s Retreat can continue to thrive. I would like to thank 
you for taking the time to consider my recommendations. If 
you have any questions or concerns, feel free to contact me 
at (740) 123-4567.  
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I would be happy to discuss my recommendations with you.  

Sincerely, 

 

Rebecca Waddell 

Enclosure: Recommended Products 
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RECOMMENDED PRODUCTS 
Product Description Price 

 

 
Large Capacity 
Recycling Can 

MegaBin 

 
• Plastic 

recycling 
can 

• Heavy 
duty 

• 55 gallon 
• Can and 

bottle lid 
• Withstand

s 300 lbs 
of weight 

• Size: 41"h 
x 22"d 

• Weight: 8 
lbs. 
 
 

*Each pack 
contains 2 
MegaBins 

• 1 pack: 
$138.00 

o $69.
00 
ea. 

 

 

 

 

 
Recycling Tote 

ToteCycle 

 

• Extremel
y durable 

• Lightweig
ht 

• Stackable 
• Size: 16"h 

x 20"w x 
14.5" 
deep 

*Each pack 
contains 3 
ToteCycles 

• 1 pack: 
$56.85 

o $18.
95 
ea. 

• 2-5 packs: 
$52.50 
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• Weight: 2 
lbs 
 

o $17.
50 
ea. 

• 6 or more 
packs: 
$50.85 

o $16.
95 
ea. 

 

*The information above can be found at 
http://www.recyclingbin.com/.  
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Brittany Wolverton 
Appalachian Scholars Program 
123 Maple Ave. 
Cambridge, Ohio 43725 
 
October 16, 2008 

 
Samuel Smith 
PO Box 12345 
Athens, Ohio 45701 
 
Dear Mr. Samuel Smith: 
 
I am Brittany Wolverton, a freshman Appalachian Scholar. 
Ohio University’s Appalachian Scholarship is awarded to 
six students attending the Athens campus and four students 
attending each of the regional campuses who possess 
qualities adherent to the growth and development of 
Appalachia Ohio, one of the poorest and most 
underdeveloped regions of the country. The recipients must 
meet academic standards as well as financial need 
requirements. To become an Appalachian Scholar, I had to 
submit two essays, two letters of recommendation, and a list 
of awards and activities. After the initial review, I had a 
personal interview with a panel of five administrators from 
the Office of Diversity. This award is not given frivolously. 
Receiving this scholarship reduced my family’s financial 
burden and therefore allows me to focus on the academic 
aspect of college rather than worry about finances. My award 
package includes $10,000 annually and a $300 book stipend 
quarterly. I am truly blessed for the opportunity that the 
Appalachian Scholars Program has bestowed upon me; 
however, if change in Appalachia is going to be made, more 
than ten students need to have the chance to attend college. 
As an alum of Ohio University and a citizen of Appalachia, 
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you should consider funding this program because it is sure 
to enhance the stability of our region and create much-
needed economic growth, not to mention changing the lives 
of young educated people that will surely have lasting 
effects.  

The Appalachian Scholars Program is vital in that it keeps 
educated people in this part of the country. The biggest flaw 
of Appalachia is the lack of stability. Careers are unstable. 
Families are unstable. Naturally, college-educated people 
migrate towards more stable parts of the nation so their 
knowledge does not become useless. Not only does the 
program fund students’ education, but it also teaches skills 
imperative to success in the always-progressing business 
world.  

The selected scholars attend a pre-matriculation program the 
summer before their freshman year. During this week we 
participate in rigorous activities that help and encourage 
open communication, group cooperation, proper etiquette, 
and in-depth research. We interact with Urban and 
Templeton Scholars which teaches cultural tolerance and 
makes us keep an open mind. The Urban and Templeton 
Scholars, generally come from larger cities and are people of 
color; whereas, Appalachian Scholars are from small rural 
areas. While on campus, we are expected to attend weekly 
roundtable meetings where we discuss goals, strategies, and 
problems, which yields critical thinking and develops 
problem-solving skills as well as an internal support system 
among all the scholars. This program brings about personal 
development which in turn will bring social advancement.  

I understand that the program is still in its infancy, being that 
this is only the third year of its development; however, all 
successes must start somewhere. Why should you invest 
money into such a new program rather than into a more 
established fund? For precisely that reason. Other programs 
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at Ohio University that have been around for a while are 
already firm and sufficiently funded. Your donation will 
have a stronger and more personal impact on the 
Appalachian Scholars, whereas donating to an already 
adequately supported program would go almost unnoticed. 
Because funding for the Appalachian scholars comes 
entirely from private sources as opposed to other 
scholarships that are federally sponsored, more donors are 
needed to keep the program successful.  

Is this program worth your hard-earned money? Yes. 
Donations to this program will attract bright minds to your 
alma mater and it will make you look good because you 
chose a successful program. Your gift will help sustain the 
margin of excellence that Ohio University has become 
accredited for. Leave your legacy. Your endowment will 
forever be marked upon the university and the recipients. 
Your donation can be used as a tax write off. Ultimately, 
what do you have to lose? 

Although my life has been greatly affected by the generous 
Appalachian donors, it is infinitesimal in the grand scheme 
of things. Ten of us will not be able to change the world, nor 
could twenty or thirty. It is a definite start, but it will barely 
put a dent in what needs accomplished. Even though ten 
scholars have been blessed, that is not enough. Ten students 
out of twenty-nine Appalachian counties is not a very 
effective ratio. In order for Appalachia to improve, vast 
changes are needed. These changes will invariably occur 
with education as the spine. We need more Appalachian 
Scholars and you can help! 

Please consider donating to Ohio University’s Appalachian 
Scholars program because it will not only impact the 
scholars themselves, but will positively shape Appalachia — 
your home as well as mine. If you are interested, please 
contact the Office of Diversity at (740) 593-1234. 
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For more information on the program, you can visit: 

www.ohio.edu/diversity/appalachianscholars  

Sincerely, 

 

Brittany Wolverton 

Appalachian Scholar 
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Krista Yates 
14 Depot Street Apartment E 
Athens, OH 45701 
 
February 1, 2010 
 
Cindi Smith 
Director of Food Service Department 
123 Steam Corners Road 
Lexington, OH 44904 
 
Cindi Loomis:  
 
As I think about the next race season, I am looking forward 
to beginning my fifth summer working at Mid-Ohio Sports 
Car Course. Mid-Ohio has been a great learning experience 
for me, and it has given me the opportunity to meet all 
different kinds of people. With the flexible schedule and the 
fun work environment, this job has been the ideal summer 
job for me. 

While I was thinking back to last summer, I realize that we 
had a highly profitable summer. I also began thinking of 
ways in which we could improve our profit for next summer. 
By making a few improvements on things, we can make this 
upcoming summer top last summer’s success. 

The first idea that I had to improve our profit this summer 
dealt with the order system in the food stand. During a race, 
it is very hard to hear in the food stand and this can cause the 
food preparers to not hear the orders. This then in turn causes 
confusion and customers to be held up in the line. Many 
times, customers will get very upset and either ask for their 
money back or leave the long line because they get tired of 
waiting. My suggestion is to put in an ordering monitor in 
the back so all the food preparers can see the order and know 
where and when the order came. I believe that this would 
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stop all the confusion and make the process go much 
smoother and in an orderly manner. I know that this will be 
a costly system to install in the stand, but I believe that it will 
pay for itself. If this system were to be installed, we could 
have fewer employees working in the stand during each race. 
We would need fewer employees because we no longer 
would need the employees who are in charge of trying to get 
the order to the food preparers. It also would save money 
because we would be less likely to lose a customer because 
of the slow service or wrong order. This system would be 
highly beneficial because it will allow us to serve more 
customers faster and everything will be much more orderly.  

The second improvement has to do with efficiency of the 
company, which involves development of employee break 
schedules. As you know, breaks are not scheduled and they 
are normally taken whenever the line of customers has 
slowed down. This can be very problematic because many 
times more than one employee will go on a break and then 
we will get extremely busy and be very understaffed. This 
once again can cause us to make many customers upset 
and/or lose customers. This problem can be easily fixed by 
implementing a break schedule that has designated break 
times for each employee. This is something that I think needs 
to be addressed as soon as possible, but it is something that 
can be fixed very easily. I believe that it would improve the 
organization of the food stand and allow for employees to 
get the right amount of break time each day.  

The last idea I had was to again improve the efficiency of the 
food stand. A major problem can occur sometimes because 
of not having a manager to run the stand. No one in the stand 
really listens to one another because not one person takes the 
full responsibility of being the stand manager. Another 
reason a manager needs to be in the stand at all times is 
because many of the newer workers are unsure of their job 
and many times do not perform their job to the best of their 
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ability. This problem can be easily fixed by either hiring a 
manager to fill this position or by having some of the older 
employees be promoted to filling this position.  

My suggestions will hopefully benefit Mid-Ohio Sports Car 
Course in numerous ways. Adding an ordering monitor to 
the stand will allow for the employees to be more efficient 
and be able to help the customers in better and faster ways 
than ever before. Even though it will be expensive to install 
the system in the stand, it will be highly beneficial to the 
company and over time save money. Making a standard 
break schedule for each employee will improve the 
organization and the ability to help the customer in a timely 
manner. Lastly, if a managerial position was hired for the 
food stand, I think it would greatly improve pace and the 
abilities of each employee, allowing us to serve the customer 
better.  

Thank you for allowing me to have such a positive work 
experience at Mid-Ohio Sports Car Course. I have learned 
how to communicate with others better and the value of 
responsibility. These qualities are something I will carry 
with me throughout the rest of my life. I look forward to 
returning to Mid-Ohio every summer to see all my old 
employees and returning customers. Finally, I would like to 
thank you for reading my suggestions about making Mid-
Ohio Sports Car Course a more successful business.  

If you have any questions about my proposals or would like 
to meet with me in person to further discuss my ideas, feel 
free to contact me at (740)-123-4567. 

Sincerely,  

 

Krista Yates 
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Discussion Questions for Problem-Solving Letters 

1. Does the writer open his or her letter in a way that 
encourages openness to his or her letter? If so, how? 

2. What are the problems that the writer describes? Are they 
described well? 

3. Does the writer make the problems significant to the 
reader? If so, how? 

4. Which solutions does the writer recommend? Would they 
solve or help solve the problem? 

5. Which objections does the writer rebut? Has he or she 
done a good job of rebutting them? 

6. What are the benefits of accepting the writer’s 
recommendations?  

7. Is the writer’s conclusion professional? If so, how? 

8. Has the writer written a persuasive letter? If so, how? 

9. Has the writer shown professionalism in his or her 
business letter? If so, how? 
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CHAPTER 4: THE MOST IMPORTANT THINGS I 
HAVE LEARNED FROM WRITING THE 

PROBLEM-SOLVING LETTER 

Note: In this section, “I” refers to you, the student. 

• I have learned some techniques of persuasion that I can use 
to persuade the reader to accept a recommendation to solve 
a problem. Many of these persuasive techniques are 
described below. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should be aware that what a reader reads 
early in a communication affects the way he or she reads 
what appears later in a communication. Therefore, it is a 
good idea to open with praise. For example, if I am writing 
my landlord about repairs that need to be made to my 
apartment, I should find something to praise about my 
landlord or the apartment, and I should put that praise near 
the beginning of my communication, perhaps in the first 
paragraph. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should describe the problem in a way that 
makes it significant to the reader. If the problem can be 
shown to adversely affect the reader or the reader’s 
organization, the reader is more likely to want to solve the 
problem. For example, a leaky roof is annoying to me, the 
tenant, but to convince my landlord to fix the leaky roof, I 
should stress that a leaky roof can cause severe water 
damage to the apartment — water damage that will be 
expensive to fix. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should emphasize the benefits for the 
reader of solving the problem. For example, if my landlord 
fixes the leaky roof, he or she will avoid higher repair costs 
later. In addition, the landlord will be protecting his or her 
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own property by keeping it in good repair. For one thing, 
tenants are more likely to respect and take care of property 
if it is in good repair. Finally, the landlord will be providing 
good value for the tenants — very few landlords like to think 
they are ripping their tenants off. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should use evidence and good reasoning 
as needed. For example, to convince my landlord that a leaky 
roof has created significant water damage to my apartment, 
I could take a photograph of the water damage and enclose 
it with my letter. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should give myself an effective role. For 
example, I can present myself as a problem-solver and as 
someone who wishes to help the reader achieve his or her 
goals. This means I should not give myself the role of a 
carping critic who insults the reader. Instead, I should be 
professional and perhaps write that I am trying to make an 
already fine organization better.  

• To persuade the reader to accept a recommendation to 
solve a problem, I should organize my communication 
effectively. For example, if I think that the reader will 
consider my recommendation with an open mind, I could 
write the recommendation early in my communication. (This 
is known as using a direct pattern of organization.) However, 
if I think that the reader may be hostile to my 
recommendation, I should first present some of the evidence 
and arguments that support my recommendation before I 
write my recommendation. (This is known as using an 
indirect pattern of organization.) 

• To persuade the reader to accept a recommendation to 
solve a problem, I should anticipate and respond to 
objections. I should think about the reader’s objections to 
what I recommend, then I should show that the objections 
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are not as significant as the reader thinks. For example, I may 
know that the reader is worried about costs, but I can try to 
show that the costs will not be as high as the reader expects. 
For example, if I am good at making home repairs, I may 
offer to do the repairs for my landlord in return for a 
reduction in rent the month after I make the repairs. Or if I 
am advising the manager of a restaurant where I work to 
advertise more, I could do research and list the cost of 
advertising in various publications or on radio and TV. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should establish my credibility. For 
example, my recommendation about how to solve a problem 
may be made credible by my pointing out that I have studied 
this particular problem in college, or that I have dealt 
successfully with this kind of problem in a similar job. If I 
offer to make repairs to my apartment in return for a 
reduction in rent, I could point out that I did the same kind 
of repairs in my summer job or that I remodeled my parents’ 
home. I could also give the reader the telephone number of 
my summer boss or parents for verification that I can 
competently perform the repair. 

• To persuade the reader to accept a recommendation to 
solve a problem, I should learn about the context in which 
my reader will read my communication. For example, if my 
landlord has recently written or will write a large check to 
the Internal Revenue Service, I know that my landlord will 
be especially concerned about costs, and I should make a 
special effort to convince my landlord that the costs involved 
in accepting my recommendation are justifiable. Or if I am 
writing about purchasing a new forklift, and I know that an 
accident involving a forklift occurred recently at the factory, 
I should write about the safety record of the new forklift I 
am recommending that the organization buy. 
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• I have learned that I should list problems in order of 
importance to the reader. If the problems I am writing about 
in my letter to my landlord are a leaky ceiling, a too-small 
refrigerator, and a lack of parking, the first problem I should 
start writing about is the leaky ceiling, as the landlord will 
be most concerned about it. If I start writing about the other 
problems (which don’t concern the landlord so much), the 
landlord may not finish reading the letter and may not learn 
about the leaky ceiling. (Occasionally, you may decide to put 
the least expensive solution first because if you start with the 
most expensive solution, the landlord may not finish reading 
the letter and may not learn about the least expensive 
solution.) 

Note: Everyone should have an art to practice in their lives. 
Your art may be music or painting or writing. Perhaps your 
art consists of writing autobiographical essays. Of course, 
you may practice more than one art in your life. Solving 
problems is probably not an art, but feel free to write 
problem-solving letters the rest of your life. If you write a 
short problem-solving letter each Friday, you will get an 
excellent education in problem-solving. 
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APPENDIX A: IS IT ETHICAL TO TAKE CREDIT 
FOR SOMEONE ELSE’S IDEA WHEN WRITING A 

PROBLEM-SOLVING LETTER? 

Let’s say that an employee has been asked to solve a problem 
at work, and that Maria Smith in Accounting has a really 
good idea for solving that problem. Should the employee 
give Maria Smith credit for the idea when the employee 
writes a memo about solving the problem? 

• What would happen if everyone were to do what you are 
thinking of doing? 

If everyone were to take credit for other people’s ideas 
without giving credit, very soon people would stop sharing 
ideas because they would be afraid that other people would 
steal their ideas. There is a contradiction here. The employee 
makes the rule, “I will steal other people’s ideas so that I will 
look competent to my employer,” but if everyone does what 
the employee wants to do, soon it will be impossible to steal 
other people’s ideas because they won’t share their ideas 
with you. 

• Would you want done to you what you are thinking of doing 
to other people? 

Would you want other people to steal your ideas and not give 
you credit? 

• What are the consequences of the action you are thinking 
about doing? 

Stealing other people’s ideas is likely to lead to a lot of hate 
and discontent for the thief and for other people. Employers 
want employees to get along and to work together to solve 
problems and make the company profitable. Stealing other 
people’s ideas is likely to lead to employees not working 
together to solve problems and make the company 
profitable. 
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APPENDIX B: PROBLEM-SOLVING ANECDOTES 

Jonathan Eybeschuetz (c. 1690-1764) displayed remarkable 
intelligence even as a young child. One morning, a much 
bigger, anti-Semitic bully beat him up. Jonathan cried for the 
beating to stop so he could give the bully all the money he 
had. Of course, the bully stopped beating him, and young 
Jonathan emptied his pockets and handed over all his money 
to the bully. As he did so, he explained that today was a 
special Jewish holiday, and Jews were required to hand over 
all their money to anyone who beat them that day. Hearing 
this, the bully decided to beat up the richest Jew in town. Of 
course, the rich Jew cried out for help, and a police officer 
arrested the bully and took him to jail — exactly as young 
Jonathan had planned. 

One problem faced by many religious people is how to avoid 
persecution. The story behind the game of dreidel is serious. 
When Jews are forbidden to worship, they worship anyway, 
gathering together to study the Torah. At these times, they 
have money and a dreidel nearby. Should soldiers come 
near, the Jews gather around the dreidel and pretend to be 
gaming. Early Christians did something similar by 
decorating their houses with holly. Holly was sacred to 
Saturn, and by decorating their houses with holly, early 
Christians avoided trouble because pagan soldiers thought 
they were dedicated followers of Saturn. 

• In 1923, Argentine author Jorge Luis Borges self-published 
his first book: a 64-page volume of poetry titled Fervor de 
Buenos Aires (Adoration of Buenos Aires). Only 300 copies 
were printed, and Mr. Borges was not out to make money 
but instead to get noticed. He took 50 or 100 copies to 
Alfredo Bianchi, an editor of the literary magazine Nosotros, 
whose offices were frequented by the literati, many of whom 
left their coats in one of the offices. Mr. Bianchi saw Mr. 
Borges with the books and asked, “Do you expect me to sell 
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these books for you?” Mr. Borges replied, “No. Although I 
have written them, I am not altogether a lunatic. I thought I 
might ask you to slip some of these books into the pockets 
of those coats hanging out there.” Mr. Bianchi did just that, 
and some literary VIPs read Mr. Borges’ book, and some of 
them wrote about the book. In that way, Mr. Borges started 
to get a reputation as a poet. 

• Fantasy author Terry Pratchett discovered the library at an 
early age, but he also discovered that children were given 
only four tickets, meaning that they could check out only 
four books at a time. Therefore, he asked the head librarian 
if he could help out on Saturdays. The head librarian was 
willing, and quickly young Terry had 146 library tickets 
because he wrote the tickets himself. Being an honorary 
librarian meant that he was an honorary adult, so he began 
checking out and reading all the books he could find on 
fantasy, and on all the subjects that looked like fantasy, such 
as folklore, and mythology, and ancient history, and so on. 
He says, “And so I got educated by one thing leading to 
another. What was nice was when facts I came upon began 
to cross-reference with others I had already learned, when a 
web of knowledge started to form.” 

• When Andrea Levy was very close to finishing her novel 
Small Island, she worried about losing the document, 
although she carried three copies of it in her handbag and 
kept a copy in her car as well as kept one on her computer 
hard drive. Still, she worried, what if the house caught fire 
and burned down with her handbag in it and wind carried the 
flames to her car and burned it, too. The next morning she 
gave a friend a copy to keep for her. She says today, after 
publishing a number of novels, “If I go away I send a copy 
of my work to my agent asking him not to look at it, but 
should I not return, please to publish it posthumously. I am 
forever convinced that I am never going to get to the end of 
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a book, or that I’m going to lose it. I am an extremely 
cautious person.” 

• When Stan Lee came up with the idea for a superhero with 
the abilities of a spider — Spider-Man — he ran into a 
problem. His boss felt that people were afraid of spiders and 
so the superhero would not be popular. Mr. Lee decided to 
sneak a story about Spider-Man into the last issue of a comic 
book that had failed — after all, since the comic book had 
failed and would be discontinued, who would care what 
appeared in its last issue? Response to the new superhero — 
depicted on the cover — was both overwhelming and 
overwhelmingly positive, and Marvel had a new very 
popular superhero to bring it profits for decades to come. 

• While on an archeological dig in Lebanon with her 
husband, Max Mallowan, mystery writer Agatha Christie 
stayed for a while in a horrible house that was infested with 
mice that ran across her face as she tried to sleep. 
Fortunately, Mr. Mallowan’s assistant, Hamoudi, was able 
to solve the problem by going to a man who owned a gifted 
cat. The man brought his cat to the mice-infested house, and 
at dinner, five times mice ran across the room, and five times 
the cat pounced, catching the mice. After five days, no more 
mice were in the house, and the cat was able to retire with 
the gratitude of Ms. Christie and her husband. 

• For a while, children’s author Peg Kehret wrote advertising 
copy for a radio station. She had to learn to write quickly and 
with originality, and one trick she found to be very effective 
is the one she calls “Five Minutes of Nonstop Writing.” She 
found that if she wrote for five minutes nonstop, she would 
come up with an idea she could use — even if she started the 
five minutes by typing, “I don’t know what to say” over and 
over. 

• When horror writer Stephen King was in high school, he 
satirized the official school newspaper with his own 
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publication, the Village Vomit. Because he made fun of some 
teachers by name, the school officials were not happy, but 
they found an original way of solving what they felt was a 
problem — they got Stephen a job with the town newspaper 
writing sports articles so he had a respectable outlet for his 
writing talent. 

• While writing his horror novels, Stephen King likes to 
listen to rock music. Unfortunately, the rock-playing radio 
station in his hometown of Bangor, Maine, faced financial 
problems and was on the verge of switching to a different 
format of music. To make sure that the radio station kept 
playing rock music, Mr. King bought it. 

• The parents of Tamora Pierce were readers, and they 
encouraged her to read. However, they did not want her to 
read one book: a book about some English schoolgirls who 
start a brothel! Tamora sat in the living room with some 
Sunday funny pages in front of her — which she was using 
to hide the forbidden book she was reading instead of the 
funnies. 

• When Harper Lee, future author of To Kill a Mockingbird, 
first went to New York City to be a writer, she found an 
interesting way to get money for coffee and pie. She used to 
hit the heads of parking meters until they disgorged quarters, 
which bought a lot more then than now. 

• When novelist Walter Tevis (author of The Hustler, The 
Color of Money, and The Man Who Fell to Earth) was in the 
United States Navy, the sailors would wash their jeans by 
tying them to a rope, then dragging them behind the moving 
ship. 
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APPENDIX C: ABOUT THE AUTHOR 

It was a dark and stormy night. Suddenly a cry rang out, and on a hot 
summer night in 1954, Josephine, wife of Carl Bruce, gave birth to a boy 
— me. Unfortunately, this young married couple allowed Reuben 
Saturday, Josephine’s brother, to name their first-born. Reuben, aka “The 
Joker,” decided that Bruce was a nice name, so he decided to name me 
Bruce Bruce. I have gone by my middle name — David — ever since. 

Being named Bruce David Bruce hasn’t been all bad. Bank tellers 
remember me very quickly, so I don’t often have to show an ID. It can 
be fun in charades, also. When I was a counselor as a teenager at Camp 
Echoing Hills in Warsaw, Ohio, a fellow counselor gave the signs for 
“sounds like” and “two words,” then she pointed to a bruise on her leg 
twice. Bruise Bruise? Oh yeah, Bruce Bruce is the answer! 

Uncle Reuben, by the way, gave me a haircut when I was in kindergarten. 
He cut my hair short and shaved a small bald spot on the back of my 
head. My mother wouldn’t let me go to school until the bald spot grew 
out again. 

Of all my brothers and sisters (six in all), I am the only transplant to 
Athens, Ohio. I was born in Newark, Ohio, and have lived all around 
Southeastern Ohio. However, I moved to Athens to go to Ohio 
University and have never left.  

At Ohio U, I never could make up my mind whether to major in English 
or Philosophy, so I got a bachelor’s degree with a double major in both 
areas, then I added a Master of Arts degree in English and a Master of 
Arts degree in Philosophy. Yes, I have my MAMA degree. 

Currently, and for a long time to come (I eat fruits and veggies), I am 
spending my retirement writing books such as Nadia Comaneci: Perfect 
10, The Funniest People in Comedy, Homer’s Iliad: A Retelling in Prose, 
and William Shakespeare’s Hamlet: A Retelling in Prose. 

By the way, my sister Brenda Kennedy writes romances such as A New 
Beginning and Shattered Dreams.  

 



 110 

APPENDIX D: SOME BOOKS BY DAVID BRUCE 

Retellings of a Classic Work of Literature 

Ben Jonson’s The Alchemist: A Retelling 

Ben Jonson’s Bartholomew Fair: A Retelling  

Ben Jonson’s The Case is Altered: A Retelling  

Ben Jonson’s Catiline’s Conspiracy: A Retelling  

Ben Jonson’s The Devil is an Ass: A Retelling  

Ben Jonson’s Epicene: A Retelling  

Ben Jonson’s Every Man in His Humor: A Retelling  

Ben Jonson’s Every Man Out of His Humor: A Retelling  

Ben Jonson’s The Fountain of Self-Love, or Cynthia’s Revels: A 
Retelling  

Ben Jonson’s The New Inn: A Retelling  

Ben Jonson’s Sejanus’ Fall: A Retelling  

Ben Jonson’s The Staple of News: A Retelling  

Ben Jonson’s Volpone, or the Fox: A Retelling 

Christopher Marlowe’s Complete Plays: Retellings 

Christopher Marlowe’s Dido, Queen of Carthage: A Retelling 

Christopher Marlowe’s Doctor Faustus: Retellings of the 1604 A-Text 
and of the 1616 B-Text 

Christopher Marlowe’s Edward II: A Retelling 

Christopher Marlowe’s The Massacre at Paris: A Retelling 

Christopher Marlowe’s The Rich Jew of Malta: A Retelling 

Christopher Marlowe’s Tamburlaine, Parts 1 and 2: Retellings 

Dante’s Divine Comedy: A Retelling in Prose  

Dante’s Inferno: A Retelling in Prose  
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Dante’s Purgatory: A Retelling in Prose  

Dante’s Paradise: A Retelling in Prose  

The Famous Victories of Henry V: A Retelling 

From the Iliad to the Odyssey: A Retelling in Prose of Quintus of 
Smyrna’s Posthomerica 

George Peele: Five Plays Retold in Modern English 

George Peele’s The Arraignment of Paris: A Retelling  

George Peele’s The Battle of Alcazar: A Retelling  

George’s Peele’s David and Bathsheba, and the Tragedy of Absalom: A 
Retelling 

George’s Peele’s Edward I: A Retelling 

George Peele’s The Old Wives’ Tale: A Retelling 

George-A-Greene, The Pinner of Wakefield: A Retelling 

The History of King Leir: A Retelling 

Homer’s Iliad: A Retelling in Prose  

Homer’s Odyssey: A Retelling in Prose  

Jason and the Argonauts: A Retelling in Prose of Apollonius of Rhodes’ 
Argonautica 

The Jests of George Peele: A Retelling 

John Ford: Eight Plays Translated into Modern English 

John Ford’s The Broken Heart: A Retelling 

John Ford’s The Fancies, Chaste and Noble: A Retelling 

John Ford’s The Lady’s Trial: A Retelling 

John Ford’s The Lover’s Melancholy: A Retelling 

John Ford’s Love’s Sacrifice: A Retelling 

John Ford’s Perkin Warbeck: A Retelling 

John Ford’s The Queen: A Retelling 
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John Ford’s ‘Tis Pity She’s a Whore: A Retelling 

John Webster’s The White Devil: A Retelling 

King Edward III: A Retelling 

The Merry Devil of Edmonton: A Retelling 

Robert Greene’s Friar Bacon and Friar Bungay: A Retelling 

The Taming of a Shrew: A Retelling 

Tarlton’s Jests: A Retelling 

The Trojan War and Its Aftermath: Four Ancient Epic Poems 

Virgil’s Aeneid: A Retelling in Prose  

William Shakespeare’s 5 Late Romances: Retellings in Prose  

William Shakespeare’s 10 Histories: Retellings in Prose  

William Shakespeare’s 11 Tragedies: Retellings in Prose  

William Shakespeare’s 12 Comedies: Retellings in Prose  

William Shakespeare’s 38 Plays: Retellings in Prose  

William Shakespeare’s 1 Henry IV, aka Henry IV, Part 1: A Retelling in 
Prose  

William Shakespeare’s 2 Henry IV, aka Henry IV, Part 2: A Retelling in 
Prose  

William Shakespeare’s 1 Henry VI, aka Henry VI, Part 1: A Retelling in 
Prose  

William Shakespeare’s 2 Henry VI, aka Henry VI, Part 2: A Retelling in 
Prose  

William Shakespeare’s 3 Henry VI, aka Henry VI, Part 3: A Retelling in 
Prose  

William Shakespeare’s All’s Well that Ends Well: A Retelling in Prose  

William Shakespeare’s Antony and Cleopatra: A Retelling in Prose  

William Shakespeare’s As You Like It: A Retelling in Prose  

William Shakespeare’s The Comedy of Errors: A Retelling in Prose  
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William Shakespeare’s Coriolanus: A Retelling in Prose  

William Shakespeare’s Cymbeline: A Retelling in Prose  

William Shakespeare’s Hamlet: A Retelling in Prose  

William Shakespeare’s Henry V: A Retelling in Prose  

William Shakespeare’s Henry VIII: A Retelling in Prose  

William Shakespeare’s Julius Caesar: A Retelling in Prose  

William Shakespeare’s King John: A Retelling in Prose  

William Shakespeare’s King Lear: A Retelling in Prose  

William Shakespeare’s Love’s Labor’s Lost: A Retelling in Prose  

William Shakespeare’s Macbeth: A Retelling in Prose  

William Shakespeare’s Measure for Measure: A Retelling in Prose  

William Shakespeare’s The Merchant of Venice: A Retelling in Prose  

William Shakespeare’s The Merry Wives of Windsor: A Retelling in 
Prose  

William Shakespeare’s A Midsummer Night’s Dream: A Retelling in 
Prose  

William Shakespeare’s Much Ado About Nothing: A Retelling in Prose  

William Shakespeare’s Othello: A Retelling in Prose  

William Shakespeare’s Pericles, Prince of Tyre: A Retelling in Prose  

William Shakespeare’s Richard II: A Retelling in Prose  

William Shakespeare’s Richard III: A Retelling in Prose  

William Shakespeare’s Romeo and Juliet: A Retelling in Prose  

William Shakespeare’s The Taming of the Shrew: A Retelling in Prose  

William Shakespeare’s The Tempest: A Retelling in Prose  

William Shakespeare’s Timon of Athens: A Retelling in Prose  

William Shakespeare’s Titus Andronicus: A Retelling in Prose  

William Shakespeare’s Troilus and Cressida: A Retelling in Prose  
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William Shakespeare’s Twelfth Night: A Retelling in Prose  

William Shakespeare’s The Two Gentlemen of Verona: A Retelling in 
Prose  

William Shakespeare’s The Two Noble Kinsmen: A Retelling in Prose  

William Shakespeare’s The Winter’s Tale: A Retelling in Prose  

Other Fiction 

Candide’s Two Girlfriends (Adult) 

Honey Badger Goes to Hell — and Heaven 

I Want to Die — Or Fight Back 

The Erotic Adventures of Candide (Adult) 

Children’s Biography 

Nadia Comaneci: Perfect Ten 

Personal Finance 

How to Manage Your Money: A Guide for the Non-Rich 

Anecdote Collections 

250 Anecdotes About Opera 

250 Anecdotes About Religion 

250 Anecdotes About Religion: Volume 2 

250 Music Anecdotes 

Be a Work of Art: 250 Anecdotes and Stories 

Boredom is Anti-Life: 250 Anecdotes and Stories 

The Coolest People in Art: 250 Anecdotes 

The Coolest People in the Arts: 250 Anecdotes 

The Coolest People in Books: 250 Anecdotes 

The Coolest People in Comedy: 250 Anecdotes 

Create, Then Take a Break: 250 Anecdotes 
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Don’t Fear the Reaper: 250 Anecdotes 

The Funniest People in Art: 250 Anecdotes 

The Funniest People in Books: 250 Anecdotes 

The Funniest People in Books, Volume 2: 250 Anecdotes 

The Funniest People in Books, Volume 3: 250 Anecdotes 

The Funniest People in Comedy: 250 Anecdotes 

The Funniest People in Dance: 250 Anecdotes 

The Funniest People in Families: 250 Anecdotes 

The Funniest People in Families, Volume 2: 250 Anecdotes 

The Funniest People in Families, Volume 3: 250 Anecdotes 

The Funniest People in Families, Volume 4: 250 Anecdotes 

The Funniest People in Families, Volume 5: 250 Anecdotes 

The Funniest People in Families, Volume 6: 250 Anecdotes 

The Funniest People in Movies: 250 Anecdotes 

The Funniest People in Music: 250 Anecdotes 

The Funniest People in Music, Volume 2: 250 Anecdotes 

The Funniest People in Music, Volume 3: 250 Anecdotes 

The Funniest People in Neighborhoods: 250 Anecdotes 

The Funniest People in Relationships: 250 Anecdotes 

The Funniest People in Sports: 250 Anecdotes 

The Funniest People in Sports, Volume 2: 250 Anecdotes 

The Funniest People in Television and Radio: 250 Anecdotes 

The Funniest People in Theater: 250 Anecdotes 

The Funniest People Who Live Life: 250 Anecdotes  

The Funniest People Who Live Life, Volume 2: 250 Anecdotes  

The Kindest People Who Do Good Deeds, Volume 1: 250 Anecdotes 
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The Kindest People Who Do Good Deeds, Volume 2: 250 Anecdotes 

Maximum Cool: 250 Anecdotes 

The Most Interesting People in Movies: 250 Anecdotes 

The Most Interesting People in Politics and History: 250 Anecdotes 

The Most Interesting People in Politics and History, Volume 2: 250 
Anecdotes 

The Most Interesting People in Politics and History, Volume 3: 250 
Anecdotes 

The Most Interesting People in Religion: 250 Anecdotes 

The Most Interesting People in Sports: 250 Anecdotes 

The Most Interesting People Who Live Life: 250 Anecdotes 

The Most Interesting People Who Live Life, Volume 2: 250 Anecdotes 

Reality is Fabulous: 250 Anecdotes and Stories 

Resist Psychic Death: 250 Anecdotes 

Seize the Day: 250 Anecdotes and Stories 

Discussion Guide Series 

Dante’s Inferno: A Discussion Guide  

Dante’s Paradise: A Discussion Guide 

Dante’s Purgatory: A Discussion Guide 

Forrest Carter’s The Education of Little Tree: A Discussion Guide 

Homer’s Iliad: A Discussion Guide 

Homer’s Odyssey: A Discussion Guide 

Jane Austen’s Pride and Prejudice: A Discussion Guide 

Jerry Spinelli’s Maniac Magee: A Discussion Guide 

Jerry Spinelli’s Stargirl: A Discussion Guide 

Jonathan Swift’s “A Modest Proposal”: A Discussion Guide 

Lloyd Alexander’s The Black Cauldron: A Discussion Guide 
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Lloyd Alexander’s The Book of Three: A Discussion Guide 

Mark Twain’s Adventures of Huckleberry Finn: A Discussion Guide 

Mark Twain’s The Adventures of Tom Sawyer: A Discussion Guide 

Mark Twain’s A Connecticut Yankee in King Arthur’s Court: A 
Discussion Guide 

Mark Twain’s The Prince and the Pauper: A Discussion Guide 

Nancy Garden’s Annie on My Mind: A Discussion Guide 

Nicholas Sparks’ A Walk to Remember: A Discussion Guide 

Virgil’s Aeneid: A Discussion Guide 

Virgil’s “The Fall of Troy”: A Discussion Guide 

Voltaire’s Candide: A Discussion Guide 

William Shakespeare’s 1 Henry IV: A Discussion Guide 

William Shakespeare’s Macbeth: A Discussion Guide 

William Shakespeare’s A Midsummer Night’s Dream: A Discussion 
Guide 

William Shakespeare’s Romeo and Juliet: A Discussion Guide 

William Sleator’s Oddballs: A Discussion Guide 

 

 

 

 

 

 

 


