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Project 1 - Inquiry 

XYZ Sign Co.  

5521 12th Ave. NE 

Paradise OH 43219. 

August 28th, 2025. 

Mayor Hugh Dermotty. 

City Hall 

123 Main St. 

Paradise, OH 43210. 

Dear Mayor Dermotty, 

I am the president of XYZ Sign Co. in Paradise, Ohio. I am proud to announce our recently 

completed installation of enough solar panel systems on our manufacturing facilities roof. This 

installation now supplies our company with all of the electricity needed for our operation, 

producing extra “green energy” that is then returned to the grid. While the cost of the installation 

was significant, it demonstrates our commitment to green energy and to the environment and in 

keeping our business in Paradise. In previous decades, several businesses relocated from 

Paradise to other cities, which makes XYZ’s solar panel installation a demonstration of our 

loyalty to the area, and in being good faith for the city of Paradise. In recognition of our 

development, we are hosting a media event on September 20th at 11:00 a.m. to take place at our 

company and is intended for the unveiling of our refurbished office to last about 30 minutes. 

Would you be available to attend our media event and to speak at our ceremony for 

approximately ten minutes? We believe that your presence and contributions would greatly 

benefit the event in promoting a strong partnership between local governments and businesses 

that are committed towards environmentally sustainable practices. Your insights would be 

invaluable in highlighting the positive impacts of investing towards green energy and in the 

environmental benefits such an investment builds towards. Your remarks would also be 

invaluable in emphasizing community benefits towards such a practice that a local business like 

XYZ Sign Co. brings to Paradise. 

In addition to showcasing our innovative approach towards green energy, this event reaffirms our 

promise towards remaining in Paradise, in our installations demonstrating that XYZ will remain 

in town and in providing quality jobs for our community. Thank you for considering our 

invitation and for your continued support towards local businesses. We kindly request your 

response by September 5th, so that we can finalize and plan our arrangements for the event 

accordingly. 

Warmest regards, 

Jane Lynn, President of XYZ Sign Co. 
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Project 2 – Response 

Date: June 12, 2025. 

To: Kelly Fargo, Program Coordinator, ACME Tuition-Remission. 

From: Anthony Brown, Design-Publishing Assistant, ACME Corp. 

Subject: Annual Progress Report - Fall 2024/Spring 2025. 

Hi there Kelly, 

 

I hope you’re doing well. I’m replying to your email regarding the progress of my degree, per the 

company’s tuition-remission program. Things are going very well, as I’m getting consistent 

grades and maintaining an impressive GPA of above 3.90, given my coursework at the 

University of Cincinnati as a Creative Writing and English Education baccalaureate. Attached 

below are the details required for this year’s report. 

The following courses are one’s I’ve successfully completed during the academic year– 

• ENGL 3085: Forms of Poetry (Required for Fall ‘24) 

• ENGL 3022: Writing Science Fiction & Fantasy (Required for Fall ‘24) 

• ENGL 3046: Modern English Grammar (Required for Fall ‘24) 

• ENGL 2100: Ways of Reading Literature (Required for Spring ‘25) 

• ENGL 2159: Introduction to Professional Writing (Required for Spring ‘25) 

• ENGL 3096: Creative Writing and Literary Publishing (Required, an 

experiential/internship credit for Spring ’25) 

• ENGL 3125: Introduction to Critical Theory (Required for Spring ‘25) 

• ENGL 3030: Writing the Love Poem (Required for Spring ‘25) 

I have completed 24 credit hours through the end of my recently completed academic year, and I 

have 21 credits remaining until I graduate. For both majors, 45 credit hours are required. 

I’m currently holding a class status as a senior at the end of my recently completed academic 

year. 

While I’ve been capable of maintaining a balance between my work and academic endeavors, 

there will be occasional scheduling conflicts between my project deadlines at ACME and in my 

coursework, deadlines coinciding with one another, potentially posing challenges. Excluding 

that, I do not have any other barriers or potential problems that could bar me from graduating 

May 2026 at this time. 

Thank you for your inquiry regarding my annual progress report. I look forward to hearing back 

from you soon. 

Best regards, 

Anthony Brown 

Design-Publishing Assistant, ACME Corp. 
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Project 3 – Claim 

Date: June 5th, 2025. 

To: Sonia Navarro, Paradise Sign Supply 

From: Anthony Brown, Office Manager, XYZ Sign Co. 

Subject: Urgent Order Correction Needed - Order #1252 Incorrect Shipment 

 

Hi Sonia, 

I urgently request you to arrange for the immediate shipment of our correct order (#1252). The 

order XYZ Sign Co. received today arrived from Paradise Sign Supply, but we have received 

items that had not been ordered by us in the first place. The items we were supposed to have 

received are missing. The order (Order #1248 via our enclosed invoice) confirms that this order 

was meant for Sherwood Signs Inc. in Winesburg, Ohio. The order we were supposed to have got 

contained 30 gallons of NovaCoat Aluminum primer and 2 Matthews Paint System paint-sprayer 

nozzles. Instead, we received Sherwood Signs’ order of 50 gallons of Matthews exterior paint, 3 

rolls 3M vinyl, 3 roll 3M laminate, and 12 aluminum real-estate sign blanks.  

I have attached a photo of these items on the pallet as delivered. We are happy to assist with the 

pickup of the incorrect items when delivering the correct order, so we can get back on schedule 

as soon as possible. This is an urgent matter, as XYZ had planned to complete the priming phase 

of painting a sign structure today. I want to elaborate that although this is a hassle, if we were to 

receive the correct order the following day, then all will be good. In addition to achieving this, 

I’ve also followed up with an invoice.  

I’d like to note that our long-standing relationship with Paradise Sign Supply has always been 

excellent, and this is the first mistake I can make during my time as the office manager here. 

While I heavily appreciate your prompt attention and cooperation towards resolving this matter, 

I’d like to stress that it is critical that this claim is to be dealt with immediately, and in receiving 

the proper order by tomorrow to avoid further complications for our project schedule. 

 

Best regards, 

Anthony Brown, Office Manager, XYZ Sign Co. 
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Project 4 – Adjustment Refusal 

Date: June 28th, 2025. 

To: Ted Mimlitz, Green Thumbz. 

From: Anthony Brown, General Manager, XYZ Sign Co. 

Subject: Response Regarding Replacement Signs - Urgent. 

Dear Ted, 

Thank you for reaching out regarding the issues with the display signs. I appreciate our long-

standing relationship with one another. I’m aware of your concerns regarding the signs and what 

happened during your Arbor Day sale. I want to emphasize that we share a common interest in 

presenting the best quality products we can for our businesses. I appreciate the care and effort 

you’ve put forth in ensuring the three displays reflect well on Green Thumbz nursery. 

I’ve reviewed the details of your order, and I must emphasize that the signs produced were 

printed on standard display boards. As such, the signed and approved order form stated that these 

signs were designated for indoor use only. The lamination, which is critical for sunlight 

durability outdoors, was removed upon request from your order to provide you with a short-term 

display solution and to promote your Arbor Day sale. The issues described, such as warping and 

color bleeding, are consistent with the natural effects of exposing such material meant for 

indoors, towards outdoor conditions even in a roof. Because of this, unfortunately, we’re unable 

to provide free replacements of charge as requested on your end. However, in order to satisfy 

your needs, we’re more than prepared to print three replacement signs designated for outdoor use 

with appropriate lamination. As a courtesy for the rush order, I will waive the overnight charge 

for this new order and make sure that we’re on the same page regarding which signs are 

designated for indoor and outdoor usage. 

Again, I appreciate you bringing this to my attention in attempts to resolve this matter. Please 

confirm by this evening, no later than 6:00pm, that you’d like to proceed with purchasing the 

replacement signs, so that production on our end can be expedited to have them delivered by 

7:00a.m. tomorrow. You are more than free to contact me at any time, as I remain at your service 

in discussing any future specifications to your orders, to ensure the products at our end perfectly 

match what you’re looking for. Thank you for your understanding and continued business with 

XYZ Sign Co. 

Warmest regards, 

Anthony Brown 

General Manager, XYZ Sign Co. 
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Project 5 – Presentation 

Please feel free to contact me on my ePortfolio if you’d like a copy of my presentation. My 

presentation focuses on “How Companies Review Resumes”.  
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Project 6 – Negative Announcement 

Subject: Q4 Financial Update and Continued Employee Support 

 

Dear XYZ Sign Co. team, 

 

Thanks to everyone for your continued hard work here at XYZ Sign Co. I’d just like to say that 

the solar panel installation and the company's green-energy initiatives and promotions have 

garnered a lot of positive attention. This is especially coming after our media event that’s taken 

place on September 20th. As we move forward in innovation and in the quality signage that 

continues to distinguish XYZ Sign Co. here in Paradise, Ohio. I want to remind all of you that 

I’m proud of our continued efforts in building towards a future that's more sustainable in 

involving more green energy. As we head into the final quarter of the year, I want to share an 

important announcement regarding our finances, and how we’re all supporting one another 

during this time. 

After our announcement regarding our green-energy initiatives, the city of Paradise’s sign-code 

council decided to unexpectedly restrict all new electric signs that are brighter than 4,000 

lumens. This directly affects our two major $100,000+ projects that are now put on pause about 

billing. Payments are also being withheld currently. At the same time, we’ve taken on loan 

payments to ensure that we can complete this solar upgrade within the community. While the 

savings from our utilities have certainly helped in covering these payments, they don’t fully 

cover our financial needs for this quarter. To meet the payroll and to maintain our benefits in 

keeping operations running efficiently here at the company, we must redirect available funds to 

our core business needs. Unfortunately, this consequently results in us not being able to issue the 

December 1st holiday bonus for this year. As the president of XYZ Sign Co., I know how much 

you all value that bonus. This decision was not made lightly, as this decision was made only after 

exploring every other option. 

I remain confident that the issues regarding the sign-codes will be fixed accordingly. In restarting 

these key projects and restoring our cash-flow back to normal before the next holiday season. I 

also want to clarify that your base salary, hours, and benefits are not affected by this event. For 

those who depend on the bonus, our CFO will assist in setting up an optional payroll deduction 

for those interested. This would include depositing a small portion of your upcoming paychecks 

into a savings account, so that’d allow you to plan ahead. I appreciate all of your continued 

commitment, teamwork, effort, and trust here at XYZ Sign Co. We will navigate through these 

troubles and do our best to support you all. 

 

Sincerely, 

 

Anthony Brown President & CEO of XYZ Sign Co. 
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Project 7 – Persuasive Request 

Date: July 9th, 2025 

To: Parents of Cincinnati Public High School Juniors 

From: University of Cincinnati Admissions Office 

Subject: Wanting to plan ahead? Savings and success for your child at the University of 

Cincinnati! 

 

Are you looking into the cost-friendly university programs offered by the University of 

Cincinnati? Look no further, parents. As a parent of a Cincinnati Public High School junior, it’s 

completely normal to be concerned regarding the financial costs of college against your budget. 

Not only do you want your child to attend a university that’s cost-friendly–but you also want a 

university with exceptional academics. The goal is to graduate debt-free, after all. At the 

University of Cincinnati, we understand the affordability aspect that comes with college, and 

how the quality of our academics goes together with your child’s best interest. Not only do we 

have competitive tuition and thousands of scholarship opportunities, but we also have proven 

outcomes so you can plan accordingly for your child’s future. 

 

At the University of Cincinnati, in-state tuition is ranked amongst the lowest in Ohio, helping to 

save families more than $5,000+ per year in comparison to other public universities. Each year, 

we award millions of dollars in need-based scholarships, reducing costs for qualifying students. 

In being ranked in the top #5 in the country for our co-op programs, your child can earn 

thousands of dollars in paid work experience before graduation. Alumni at the university also 

enjoy a median starting salary of over $50,000+ right after graduation, which guarantees that 

your investment is worthwhile when they enter the workforce. 

 

Not only do you save a lot of money, but the University of Cincinnati has a support system that 

parents value the most. Not only will your student work with dedicated academic advisors 

towards tailoring their degree plans for on-time graduation, but we also offer lots of options for 

minors and certificates. Our 24/7 campus security services, along with our dedicated health and 

wellness centers across campus, ensure that you’ll have peace of mind when sending your 

student to college. We also offer hundreds of clubs and organizations for your child to get 

involved in. Whether it’s through sports, writing, tea, etc. your child can grow as both a person 

and a professional ready to be in the workforce. 

 

Are you looking for the best way to stay informed of important news and deadlines, such as 

FAFSA updates, campus events, opportunities for student employment, and way more? Sign up 

for the UC Admission newsletters. Regardless of whether your student signs up to attend the 

University of Cincinnati, signing up takes less than a minute, and you never know whether a full-

ride scholarship opportunity for your student will appear. Simply, click here -> uc.edu/parents 

and enter your email. Join thousands of Cincinnati parents who’ve already started planning ahead 

and subscribe to take the first steps towards securing your student’s success at the University of 

Cincinnati! 

Sincerely, 

Anthony Brown. 

UC Admissions Office at the University of Cincinnati. 

http://uc.edu/parents
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Project 8 – Recommendation Report 

July 15th, 2025 

To: Vice President, ACME Inc. 

From: Anthony Brown, Assistant of Vice President. 

Subject: Recommendation reporting findings regarding LED Signage for front wall.\ 

Regarding the building’s front wall, I’d recommend installing an LED sign for it. I also evaluated 

if neon signage would be appropriate. From my findings, LED is more beneficial in total cost of 

ownership, along with its performance in operations under various conditions, along with having 

flexibility in color and its programmed features. 

 

LED’s winning advantage in cost and programmable features. 

 

LED’s signage requires less of an upfront investment, $12,000 in comparison to neon’s $20,000, 

along with having lower ongoing expenses. The quarterly maintenance for LED is $125 in 

comparison to neon’s $150, while utility costs are $25 against $50 respectively. Over a 10-year 

service period (40 quarters), the combined costs for neon (upfront costs in addition to 

maintenance and utilities) total $28,000~, while LED’s total for the same things are 

approximately $18,000~. This saves us around $10,000~. 

Feature Neon LED 

Upfront cost $20,000 $12,000 

Quarterly maintenance fee $150 $125 

Quarterly utility cost $50 $25 

Functioning temperature range +12F and above -20F and above 

Life expectancy for light source 20 years or more 10 years 

Distance for legibility 500 feet 400 feet 

Color range Orange, white, or blue (permanent) All colors 

Programmable color changes No Yes 

Operational Performances  

LEDs operate reliability onwards from -20F and upwards, while neon requires at least +12F in 

order to function. While neon tubing does last 20 years and more, LEDs reliably serve 10 years 

before replacing them, which is still longer enough for most applications. Neon’s distance for 
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legibility offers up to 500 feet, which is slightly better than LED’s 400-foot range. However, both 

greatly exceed our visibility requirements for the building’s front wall. 

Flexibility in features 

LED signs support every color while also cycling through programmed color schemes. This is 

ideal for the company's seasonal promotions, or for when we have branding updates. Meanwhile, 

neon tubing is fixed to a singular color (orange, white, or blue) and has no programmability. 

LEDS are far more adaptable in the company's messaging needs and are more dynamic than 

neon signage. 

To conclude, LEDs deliver a lower lifecycle cost, robust performance, and color versatility that 

neon doesn’t embody. I’d recommend moving forward with an LED sign to maximize value, 

flexibility, and versatility. 

 

Anthony Brown, Assistant to the Vice President of ACME Inc. 
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Project 9 – Internal Report 

Date: August 4th, 2025 

To: President; Vice President/CFO; Vice President/COO, Great Slate 

From: Anthony Brown, Office Manager 

Subject: Proposal in Implementing Electronic Invoicing via Monthly Lease and PDF Software 

Upgrade 

Great Slate is currently dealing with inevitable avoidable delays, expenses, and tensions 

throughout our team since every invoice must be printed, mailed, scanned, and then manually 

converted to PDF. In the past six weeks alone, the printer we have has jammed 12 times per 

week. This has cost us hours of our staff time. On the other hand, our flatbed scanner has taken 8 

minutes per multi-paged invoice, plus an additional 2 minutes to compile each multi-page PDF. 

I’d recommend installing a two-stage solution, where we immediately lease a high-speed printer 

that can copy, scan, and fax quickly with an integrated PDF system to convert customers into 

accepting PDF invoices. In addition to having faster email capability, the second stage would 

focus on converting our proprietary accounts receivable software into a new system that can print 

invoices directly to a PDF, automatically emailing them to customers. This upgrade should be 

conducted in mid-2026 towards our billing software for outputting invoices directly as PDFS. 

This would save us the immense amounts of time that both our staff and the team have suffered 

from.  

Background/Problem Situation 

Regarding Great Slate’s entire invoice process, firstly, our billing process is based on proprietary 

software, meaning invoices are required to be physically printed as there’s no digital option. Our 

proprietary systems require physical printouts, even before an order is “booked”. One employee 

is responsible for every invoice, and the sole monochrome printer (6 pages per minute) jams 12 

times weekly. To be clear, each jam demands 15 minutes of our staff's time to clear, resulting in 3 

hours of lost productivity every week. Specifically, our accounting department only has one 

employee responsible for printing and preparing paper invoices to be mailed, as we have only 

one printer resolute for the entire company's team. Given that the accounting department was 

recently downsized, the work that used to be done by eliminated employees is still not 

completely integrated, which could lead to even further issues overall. One of these issues is 

already happening within the accounting department, as I have personally witnessed heated 

arguments over whose turn it is fixing the jammed printer, despite the other accounting 

employees having fewer printing needs and blaming one employee who is responsible for 

printing and preparing paper invoices for being mailed.  

All the printer necessities by our team are reliant on one printer. The printer is several years old 

and prints slowly; this is just an addition to the jamming issues that I’ve previously pointed out. 

I’d also like to point out that the small percentage of customers who demand electronic invoices 

witness us relying on a 20-year-old flatbed scanner for converting print documents into PDFs. 

This is especially an issue, as most invoices are more than a page long, and the flatbed scanner 

can only scan one page at a time. Practically, after printing, any request for an electronic invoice 

sponsors a cumbersome process, page-by-page scan for eight minutes. This creates a tedious 

process for our team in being responsible for creating multi-page PDFS by firstly retrieving 

single-page scans from a folder on the company server; and then combining them using Adobe 

Acrobat at their workstations. I’ve had one employee who does this tell me that every month, 
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several current customers request to change their invoices to PDFS, which just adds onto this 

cumbersome hassle. On the other hand, in focusing on our finances, we mail 1,000 envelopes 

monthly at a $0.05 rate at $50 a month, in addition to $550 postage per month with a current rate 

of $0.55 each. We spend an additional 6 seconds per invoice preparing these mailings, adding 

onto our labor costs and delays. As I’ve previously mentioned, the downsizing of last quarter has 

only intensified these tensions and stresses amongst our team, especially in conflicts over the 

printer’s maintenance. I’m concerned about the company's cash flow, employee loyalty, and even 

our customer service jeopardy over this.  

Proposed Solution 

As it stands, Great Slate is spending several thousands of dollars annually on postage and 

envelopes, which includes mailing invoices. It occurred to me that if Great Slate were to offer to 

email PDFS of invoices to most customers, we’d benefit significantly in saving costs. It’d be best 

to keep in mind that some companies will still require printed and mailed invoices, the issue 

remains in our current, time-consuming nature of handling/creating PDFs. For this two-stage 

solution, I’d highly recommend leasing the High-Speed Brother MFC-L8905CDW Wireless 

Color Laser Printer, which can be picked up from Staples. Specifically, the maintenance cost to 

lease the machine would be $150 per month in a six-month lease. This lead includes a 

maintenance package should any service be required; immediately eliminating the stresses and 

tensions that the team has had over the printed and scanning issues.  

This printer is an all-in-one laser printer that includes a large 7” touch-screen display, easily 

navigable, allowing us to create customized shortcuts that’d help with our workflow productivity. 

Not only is the resolution quality up to 2400 x 600 dpi that translates to excellent readability, but 

the high-quality output has print speeds up to 33 pages per minute for color and monochrome: 

making documents up to 6k pages per month. This printer supports plain, glossy paper, recycled 

paper, colored paper, and letterheads with an 800MHz processor and 512MB memory that 

ensures speed and accuracy. This printer can scan about 80~ pages per minute with a highly 

yielded PDF delivery for top-notch customer satisfaction. This printer is also compatible with all 

windows systems in a package that includes standard-yield toner cartridges (3000 pages 

black/1800 pages color), a waste toner box of 50,000 pages, a telephone line cord, and a quick 

setup guide for easy convenience. The printer also supports a 250-sheet capacity paper tray, and a 

50-sheet multipurpose tray for printing letterheads and alternative media, with 1200 x 2400 dpi 

optical resolution and 19200 x 19200 dpi interpolated resolution to ensure good-quality printed 

text and media. 

This machine will replace our old printer and scanner, reducing jams to zero, and cutting the 

tension between staff and their time spent scanning invoices. This enables immediate PDF 

production for customers. We must plan to extend our proprietary systems, working with our in-

house IT team in enabling PDF invoice generation, automating email deliveries to customers, 

and closely reviewing and testing for three months before we fully deploy this. Below, I have a 

quick visual aid to show the difference between our current workflow, and our proposed 

workflow, and the additional benefits that the printer brings along to Great Slate. 

Current Workflow     Stage 1 Workflow (In-Progress)      Stage 2 Workflow (Finalized) 
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Invoice 

Entry 

Invoice Entry 

(Print -> High-Speed Brother MFC-

L8905CDW Wireless Color Laser 

Printer. This includes the capabilities 

to print, scan, fax). 

Invoice Entry, in addition to our 

finalized/upgraded billing software in 

having “Print” seamlessly transitioning 

to PDF 

Billing 

Software 

Scan for Multi-Page PDFS PDF Auto-Emailing. 

Physical 

Print Job 

Emailing PDFs to customers Customers automatically receive PDF 

invoices. 

Envelope & 

Packaging 

Keeping in mind that some companies 

require electronic and/or physical 

documentation. 

Keeping in mind that some companies 

require electronic and/or physical 

documentation. 

Financial Benefits  

This table shows exactly what will financially happen if Great Slate commits to converting 

customers to PDF invoicing while also leasing the machine. The six-month costs of maintaining 

100% of invoices at $0.60 each, while leasing the High-Speed Brother MFC-L8905CDW 

Wireless Color Laser Printer and converting customers to PDF invoices at the 20-40-80% scale, 

each invoice converted saves $0.60 in postages and envelopes. 

Month % Converted to 

PDF 

Doing Nothing 

(Mail Only) 

Leasing + PDF Conversion 

($150 lease + mailing) 

Net Monthly 

Savings 

1 20% $600 $150 + $480 = $630 -$30 

2 40% $600 $150 + $360 = $510 $90 

3 80% $600 $150 + $120 = $270 $330 

4 80% $600 $150 + $120 = $270 $330 

5 80% $600 $150 + $120 = $270 $330 

6 80% $600 $150 + $120 = $270 $330 

Total N/A $3600 $2220 $1380 

By month 2, the combined postage savings and lease cost crosses over into the company's 

savings. Over six months, Great Slate saves $1,350 in direct mailing expenses. Beyond postage 
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savings, this all-in-one printer eliminates all printer jams (12 jams a week with 15 minutes on 

average being spent to fix each jam, meaning 12 hours/month is saved!). This also reduces multi-

page PDF creation from 10 minutes per invoice to just 1 minute via the printer, and if we 

estimate 200 PDF invoices per month, that’s roughly 30 hours saved on scanning. If we take 

those 42 hours of labor avoidance in comparison with our labor rate, this can translate to saving 

at least $1,000 being saved on a monthly cost avoidance. This, along with the many other 

benefits, just strengthens my case for wanting to lease this printer immediately. 

Operational and Other Benefits 

When considering the financial benefits of implementing this printer, there are a lot of other 

operational and other benefits to consider as well. Firstly, there would be no more tensions across 

the accounting department, as the one person responsible for printing activities would no longer 

feel pressured by the rest of their team in finishing their tasks. Not only is there reduced staff 

stress across the board, but the high-speed this printer presents eliminates any possibility of 

paper jams, freeing three hours per week of employee productivity, and ensuring it can go 

towards company labor. There’s no more “printer blame game” across the department, and 

repetitive jams are no longer an issue of such an intensified work environment. Additionally, the 

scan-to-PDF functionalities that are readily available on the printer cut the 10 minutes per 

invoice, to just under two minutes. There’s faster invoices and improved cash flow made up from 

three hours of labor, and in reaching customers instantly instead of relying on a two-day mail 

cycle. 

As Great Slate continues to grow, we’ll no longer have to wait for the printer to give invoices to 

customers and consumers who go with our brand. Instead, they’ll have their invoices 

immediately and will not have to wait for the amounts of time incurred, which ensures that they 

won’t forget about their order in the moment. Additionally, this aligns with our environmental 

practices of cutting paper that reduce waste and supports the environment around us. We will no 

longer have to waste time waiting for the printers to give us invoices, when we begin to have 

those instantaneously. Great Slate will also have greater scalability than before, as the leased 

machine and software upgrades will more greatly handle our increasing volumes as our customer 

and consumer bases grow. In addition to all of the benefits mentioned above, we’ll be saving a 

lot of money in the long run, helping us to grow the team, and even consider adding more 

candidates to our teams/departments in the future. 

Timeline and Employees Involved  

During the first stage (Months 0-6), I, as the office manager, accounted for customer outreach. In 

addition, I will oversee the PDF setup, IT support (installing the networks), and being 

responsible for vendor technician (machine delivery/pick-up and configuring). I will also be 

responsible for implementing the lease and overseeing the customer conversion to PDF program 

and invoicing. Beginning immediately and lasting throughout the six-month leasing term.  

During the second stage of the plan in month 3, the CFO of Great Slate will approve the budget. 

Our IT department will handle the technical integration of the printer and help to seamlessly 

transition programs over. I plan on having an external software consultant to double-check our 

software compatibility with the printers and make sure to modify our billing as necessary. The 

accounting staff will be responsible for testing and collaborating over three months of planning 

and pilot testing the printer’s installation, being sure to target the full deployment by month 6. 
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Evidence of Ability to Deliver 

The machine’s specifications come from the High-Speed Brother MFC-L8905CDW Wireless 

Color Laser Printer at Staples, confirming all of the printing speeds, scan-to-PDF capabilities, 

specifications, and vendor support options. The leasing and maintenance costs are secured at 

$150 per month for a duration of six months. The product also has very outstanding reviews 

from other consumers and competitors. Overall, the benefits and statistics of this machine should 

be leased along with the lease agreement, as our financial and operational projections are 

grounded in real data, given the two visual aids above. 

Conclusion 

I strongly urge anybody who is reading this, to consider taking immediate action for this plan. 

This immediate action would include leasing a high-performance all-in-one machine that 

converts customers to PDF invoices that’d quickly reduce costs and eliminate the constant 

printer jams and issues that we’re currently facing. In addition to the software upgrades in 

ensuring quick direct PDF outputs, this two-stage plan ensures that there’d be benefits grounded 

in financial, operational, and strategic benefits. I strongly urge the management to approve this 

six-month lease and initiative today, to recognize that Great Slate would strongly improve with 

it. 

 


