Out-of-Class Assignment Two: Information Request Letter Assignment

Web-Based Information
http://ottawaconventioncentre.com/en/planning/planning-services-and-assistance

Ottawa Convention Centre

PLANNING SERVICES AND ASSISTANCE
Ottawa Convention Centre is now open. Be among the first to experience Canada’s Meeting Place. Our professional Account Managers, in cooperation with Ottawa Tourism, are here to assist you with the information, tools and resources you need to plan and stage successful and memorable meetings. Ottawa Convention Centre prides itself in having inspired people creating extraordinary events. From the first moment of contact with our passionate, experienced and professional colleagues, you will engage in a streamlined communication and planning process to ensure your event is successful and memorable.
Our Event Planning Managers will work closely with you in the planning and staging of your event to ensure your gathering exceeds your expectations. Combining their professional experience and desire to create extraordinary events, our team of Event Planners will assist you in the following ways:
· as a liaison between the different departments to ensure all your needs are met.
· be a continuous point of contact leading up to your event.
· tailoring and customizing of menus to suit your personal requirements.
· production of floor plans and room layouts to your specifications in accordance with Workplace Health and Safety Guidelines.
· advice and recommendations on miscellaneous services relating to your event.
Contact the OCC team for your event by e-mail or by phone: 613-563-1984 or 1-800-450-0077



Outline

Opening (Direct)
Asking if they could host a three hour event for Friday, May 10, 2013 for a capacity of 70 people 



Body (Explanation and Providing Details)
Reason why I picked their company, and why I needed to pick a company:
· Best one on the internet with really good reviews that is well known and close by
· Hosting of an event for the companies award ceremony in may
Additional Details to be asked:
· Hall/restaurant availability
· Menu options
· Cost
· Needed services such as servers, parking, facilities for the awards portion of the evening


Closing (Pleasant/Forward-looking)
Appreciation if the questions are answered
Any additional details needed to know about
Reply requested by April 1
Explaining why: Because CEO of the company needs to know by mid-April.






Draft Version

ACME Office Services
234 Belair Drive
Ottawa, Ontario, K2B 3M4

March 13, 2013

Ms. Karen McDougall, Event Services Manager
Ottawa Convention Centre
55 Colonel By Drive
Ottawa, Ontario K1N 9J2

Dear Ms. McDougall:
Can the Ottawa Convention Centre provide a banquet hall for a three-hour awards dinner on May 10, 2013 for 70 people; 30 will be employees, and 30 will be their guests; the balance of attendees will be corporate executives and their guests?
Your place was the best one amongst many on the internet, supported by many good reviews with a rating of 5 stars. Our yearly awards ceremony is scheduled for the next May, and I am collecting information for my boss who is the CEO of the company. Will you please answer these additional questions regarding the Ottawa Convention Centre?
-Does your Convention Centre have a banquet hall that can seat 70?
-Do you have menu options?
-What is the cost?
-Can you provide servers, parking, facilities for the awards portion of the evening?
I would appreciate answers to these question and other information you can provide about your facilities by April 1. The CEO of the company requires for the to send these information to him by mid-April to finalize details

Sincerely,

Insert Name
Director of Administrative Services
name@algonquinlive.com
IN
Final Version

ACME Office Services
234 Belair Drive
Ottawa, ON K2B 3M4

March 13, 2013

Ms. Karen McDougall, Event Services Manager
Ottawa Convention Centre
55 Colonel By Drive
Ottawa, ON K1N 9J2

Dear Ms. McDougall:
Can the Ottawa Convention Centre provide a banquet hall for a three-hour awards dinner for 70 people; 30 will be employees, and 30 will be their guests; the balance of attendees will be corporate executives and their guests on May 10, 2013?
Your place was the best one amongst many on the internet, supported by many good reviews with a rating of five stars. Our annual awards ceremony is scheduled for the next May, and I am collecting information for my boss who is the CEO of the company. Will you please answer these additional questions regarding the Ottawa Convention Centre?
-    Does your Convention Centre have a banquet hall that can seat 70?
-    What are your menu options available?
-    How much would the cost amount to?
-    Can you provide servers, parking, and facilities for the awards portion of the evening?
I would appreciate answers to these questions and any other information you can provide about your facilities by April 1. The CEO of the company requires for me to send these information to him by mid-April to finalize the details.

Sincerely,

Insert Name
Director of Administrative Services
name@algonquinlive.com
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