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Email

Subject: Action Required: Q3 Marketing Campaign Approval by March 15

Dear Dr. Rodriguez,

Our Q3 marketing campaign proposal is ready for your approval. The campaign targets the emerging
Southeast market with a projected 25% ROI.

Key highlights:
Budget: $150K (15% under allocated funds)
Timeline: April 1 - June 30 launch window
Expected reach: 500K qualified prospects
Approval deadline: March 15 to meet production schedules

The complete proposal is attached. I'm available to discuss any questions before the deadline.

Next steps: Please confirm approval by March 15 or schedule a review meeting by March 12.

Best regards, 

Sarah Chen 

Marketing Manager
Company Inc.
555-123-4567
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Meeting Request

Drops meeting on teammates’ calendars with a time that appears to work for all. Text of the meeting request is as
follows:

Subject: Q2 Product Roadmap Discussion

Hi, Team!

Let’s get together to align on our Q2 product roadmap priorities and resource allocation. It looks like this
time works for all of our schedules, but if not, please propose a different day or time, ideally to take place
before March 15.

Purpose: Finalize Q2 feature priorities and assign development resources

Agenda:
1.Review customer feedback analysis (15 min)
2.Discuss technical feasibility constraints (20 min)
3.Prioritize features for Q2 release (30 min)
4.Assign ownership and timelines (15 min)

Pre-work: Please review the attached customer feedback summary and come prepared with your top 3
feature recommendations.

Please confirm your availability by Friday, March 8.

Thanks!
Alex
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Internal Memo

MEMORANDUM

TO: All Marketing Department Staff 
FROM: Jennifer Walsh, Marketing Director 
DATE: March 5, 2024 
SUBJECT: Updated Social Media Policy Effective March 15

Effective March 15, 2024, our company is implementing an updated social media policy that applies to all
employees when referencing our organization online.

Key changes include:
All company-related posts must include the disclaimer: "Views expressed are my own"
Marketing content requires approval through the brand team before posting
Personal accounts should not use company logos as profile images
Customer information must never be shared on personal social platforms

Implementation timeline:
March 15: Policy takes effect
March 20: Mandatory training session (details to follow)
April 1: Full compliance expected

This policy update ensures we maintain consistent brand representation while protecting client
confidentiality and company reputation. The complete policy document is available on our intranet under
"HR Policies."

For questions regarding this policy, contact HR at hr@company.com or extension 4567.
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Executive Summary

Executive Summary: Customer Retention Analysis

Problem: Customer churn increased 18% in Q4 2023, threatening our 2024 revenue targets and requiring
immediate intervention.

Approach: Analyzed 12 months of customer data, conducted exit interviews with 50 former clients, and
benchmarked against industry standards.

Key Findings:
60% of churn occurs within first 90 days of service
Primary driver: misaligned expectations during onboarding
High-value customers show different churn patterns than standard accounts
Support response time directly correlates with retention rates
Competitor pricing is not the leading factor in departures

Recommendations:
Redesign onboarding process with clear milestone check-ins
Implement 24-hour response time guarantee for premium accounts
Create dedicated success manager program for high-value clients
Develop early warning system using engagement metrics
Launch quarterly satisfaction surveys with immediate follow-up

Business Impact: Implementing these changes could reduce churn by 35% and increase customer lifetime
value by $2.3M annually.

Next Steps: Seeking approval to pilot onboarding redesign with 100 new customers beginning April 1,
requiring $75K implementation budget.

© A. Carly Buxton, 2025 - www.carlybuxton.com/magnetic



SAMPLE DOCUMENT
TEMPLATES

APPENDIX C:

Project Brief

Project Brief: Mobile App Development Initiative

Business Case: Develop customer-facing mobile app to increase engagement and capture the 40% of users
who primarily access our services via mobile devices.

Objectives:
Increase customer engagement by 50%
Reduce customer service calls by 25%
Generate additional $500K revenue in Year 1

Scope and Deliverables:
iOS and Android native applications
Core features: account management, service booking, payment processing
Integration with existing CRM and billing systems
Comprehensive testing and quality assurance
App store optimization and launch support

Timeline:
Phase 1 (Months 1-2): Requirements gathering and design
Phase 2 (Months 3-5): Development and initial testing
Phase 3 (Months 6-7): Final testing and launch preparation
Phase 4 (Month 8): Launch and post-launch support

Required Resources:
Development team: 3 full-time developers
Project budget: $250K
Design contractor: $15K
Testing services: $10K

Success Metrics:
10K downloads within first quarter
4.5+ star rating on app stores
30% of mobile users adopt app within 6 months
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Project Brief (continued)

Risks and Mitigation:
Technical integration challenges → Conduct proof-of-concept early
Timeline delays → Build 20% buffer into schedule
Budget overruns → Weekly financial reviews with project sponsor

Project Team:
Project Manager: Lisa Park
Technical Lead: David Kim
Business Analyst: Axl Santos
Quality Assurance: James Foster
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Status Report

Project Status Report: Website Redesign Initiative
Reporting Period: February 26 - March 4, 2024

Accomplishments This Week:
Completed user experience wireframes for all 12 key pages
Finalized brand color palette and typography guidelines
Conducted stakeholder review sessions with marketing and sales teams
Began development of homepage and navigation structure

Current Status: 🟢 On Track
Overall project completion: 45%
Budget utilization: 38% ($47K of $125K)
Timeline: 2 days ahead of schedule

Upcoming Milestones:
March 8: Complete homepage development
March 15: User testing session with 10 external participants
March 22: Internal review and feedback incorporation
March 29: Launch preparation and final quality checks

Blockers and Risks:
🟡 Medium Risk: Third-party integration API documentation incomplete

Mitigation: Weekly calls scheduled with vendor technical team
🟢 Resolved: Photography delays resolved with expedited delivery

Resource Updates:
Design contractor hours: 85 of 100 allocated hours used
Development team: Full capacity, no additional resources needed
Budget variance: $3K under budget due to vendor negotiations

© A. Carly Buxton, 2025 - www.carlybuxton.com/magnetic



Status Report (continued)

Key Metrics:
Page load speed: Target <3 seconds (currently testing at 2.1 seconds)
Mobile responsiveness: 100% compatibility across tested devices
Accessibility compliance: 95% WCAG 2.1 AA standards met

Next Week Focus:
Complete product catalog pages
Begin mobile optimization testing
Prepare user testing materials
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Professional Bio

Maya Patel

I’m a Data Analyst at TechForward Solutions, where I turn complex datasets into clear insights that help
our clients make better business decisions. Since joining in mid-2025, I've contributed to projects that
improved client reporting efficiency by 25% across healthcare and retail sectors.

I graduated from UC Davis with a Bachelor's in Statistics and sharpened my technical skills through
General Assembly's data analytics bootcamp. During my internship at DataVision Corp, I built dashboards
that streamlined client onboarding and reduced manual reporting time by 30%.

Currently working toward my Tableau certification and always learning new tools—recently completed
Python for Data Science and SQL fundamentals courses. I love the challenge of making data tell a story that
stakeholders can actually use.

Outside the office, you'll find me volunteering with our local coding meetup, organizing beginner
workshops, or hiking with my camera around Northern California.

Always happy to connect with fellow data enthusiasts! Feel free to reach out if you want to chat about
analytics, visualization, or the best hiking spots in the Bay Area. 
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Resume

JORDAN NGUYEN 
Richmond, VA | jordan.nguyen@richmond.edu 
(804) 555-7392 | linkedin.com/in/jordan-nguyen

Professional Summary
Detail-oriented marketing associate skilled in digital campaigns, data analysis, and creative storytelling.
Adept at translating complex insights into clear strategies that drive engagement.

Education
University of Richmond, Robins School of Business                                                               Richmond, VA

B.S. in Business Administration, Marketing Concentration (expected May 2026)
Minor in Leadership Studies 
GPA 3.87, Dean’s List
Alpha Kappa Psi Business Fraternity: Vice President (2025–26); Recruitment Chair (2024–25)

Hillsdale High School                                                                                                             Cartersville, NJ
Graduated 2022 | Recipient, History Book Award

Experience
Marketing Intern, BrightWave Agency (May–Aug 2025)                                                     Richmond, VA

Supported campaign development for national clients, coordinating copy, design, and scheduling
Analyzed social media performance metrics; presented weekly dashboards that improved engagement
by average of 22%.
Drafted blog, social media, and email newsletter content aligned with brand tone and SEO goals.

Campus Engagement Coordinator, UR Student Life (Oct 2023–May 2025)                           Richmond, VA
Planned and promoted campus events drawing 500+ attendees per semester.
Managed student-ambassador social accounts; grew followers 40% in one year.

Skills & Certifications
HubSpot Content Marketing • Google Analytics • Adobe Illustrator • Public Speaking • Spanish (Basic)

Hobbies & Interests
Environmental conservation (current Social Media Manager for UR Green Club), tennis, photography,
bluegrass music
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Cover Letter

November 11, 2026

Dr. Elena Martinez
Director of Communications
Riverside Consulting Group
123 Main Street
Richmond, VA 23220

Dear Dr. Martinez and Team:

I was excited to see on the University of Richmond “Alumni Helping Alumni” job board that Riverside
Consulting is seeking a Communications Coordinator, and I appreciate your consideration. I’m a senior
at the Robins School of Business with internship experience in digital marketing, a minor in Leadership
Studies, and a strong interest in clear, effective communication. 

Last summer at BrightWave Agency, I supported digital campaigns for three national brands in the travel
industry. I drafted copy for several social media campaigns, analyzed engagement data, and coordinated
deadlines across design and strategy teams. As my capstone project, I developed and delivered a “TikTok
Marketing 101” bootcamp for all BrightWave employees, which was the highlight of my summer. My
work as an intern strengthened my ability to turn data into concise, persuasive messages--and to collaborate
with different organizational teams.

This year, I’ve continued to build my marketing and leadership experience as Vice President of Alpha
Kappa Psi, overseeing recruitment and our annual Mock Investor Pitch event, and as Social Media Manager
for the UR Green Club. As a passionate environmentalist, I would love the opportunity to talk with your
team about Riverside Consulting’s recent Clean Rivers initiative and to contribute to future campaigns.

Thank you for considering my application. I look forward to the possibility of speaking with you soon.

Sincerely,
 Jordan Nguyen
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Keep it 
Magnetic
This resource is free to use and share
with attribution. It is drawn from the
research and frameworks in Magnetic
Communication: Speaking and Writing
with Professional Impact (Bloomsbury
Academic, 2026) by A. Carly Buxton,
PhD.
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Don’t stop here! Get
the full guide to

speaking and writing
with professional

impact.

Know someone who
needs this? Buy a

copy for friends or
colleagues, or order a
box for your team to
spark much-needed
conversations about
communication in

the AI age.

Bring Carly to your
organization for “The

Authenticity Gap”
residency or a

keynote on
communicating in
the workplace and

beyond.

Found this helpful? Grow the ideas. Inspire your team.
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