WWI  Worldwide Widgets, Inc.

                     2502 E. Camelback Road, Phoenix, AZ   85002  · 602 260 -9000

October 1, 2013

Ms. Linda Rogers
Anderson Consulting
2600 Wilshire Blvd.
Los Angeles, CA   90008

Dear Linda:

Your IT team has been working with us on-site for about three weeks with excellent results
. Early in its investigations, Julie Simmons, your IT specialist, identified several key security weaknesses that our systems implementation team had overlooked
.

While working with our staff, Julie’s attention is constantly diverted from their conversations by her receipt of text messages.  Although she rarely stops the conversation to
 enter a response, the constant distraction of her reading her text messages has caused some of our personnel to comment that she is preoccupied with personal matters. Our managers have cited several occasions where Julie had to ask them to repeat a statement made while she was receiving messages.

Julie is obviously quite good at her job; her passion for technology explains why she is so proficient in evaluating computer security.  Please convey my concerns to Julie confidentially so that the rest of her time in our office is more productive for her and for us
.


Sincerely,

 
Jamie Martinez


Jamie Martinez
 
Controller

�Semi-block format


�Opens with a neutral “buffer” statement.  Sometimes this statement may even be positive, such as this one.  Also, note how a positive tone is established.


�Illustrates that you are fair-minded in your evaluation of Julie.


�Introduces the reasons for your dissatisfaction.  They are presented as verifiable reasons and yet utilize de-emphasis techniques such as passive sentence construction, no judgmental terms, or labeling terms, and positioning the bad news strategically.


�Try and end positively.  Note how the closing is worded positively, i.e., “more productive” as well as mentioning “her passion for technology” in the previous sentence. 





When possible, include an alternative or silver lining to the bad news.





