Business 3100 (WP): Writing Sample number two, composed in response to the assigned topic
(negative business announcement in letter format). Rating: Above Average
POLICYPLAN INSURANCE SERVICES

Milwaukee              Insurance Claim Processor

March 25, 2014

Jason Allred

Midwest Sparkleen

4000 South Howell Avenue

Milwaukee, WI 53207

Dear Mr. Allred:

PolicyPlan Insurance Services will no longer require the services of Midwest Sparkleen when our annual contract expires at the end of this month.

Midwest Sparkleen has over the past five years performed to or above standard, yet the past three quarters have not been consistent with our written agreement. We have cause for concern regarding the health and safety of the one hundred and twenty employees occupying the office building and grounds detailed in our arrangement.
PolicyPlan Insurance Services analyzed the following information in order to improve future contracts for cleaning and maintenance: offices no longer being policed, cleaning staff no longer available during office hours, chemicals left out, and the building left unsecured overnight.

Sincerely yours,

Andrew Anderson
