MEMO TO:	Staff

FROM:	Lynn Tanguay

DATE:	[Current Date]

SUBJECT:	Biographical Information


Please review and update the attached document. Please verify that the information is accurate and complete. Send your revisions to me no later than Friday.

If you have questions or comments, let me know.

<xx>



CORPORATE STAFF
THOMAS CAMPBELL, PRESIDENT
Thomas Campbell became president of Campbell’s Confections in 2000 when William Campbell decided to reduce his hours and to enter retirement on a part-time basis. Thomas is married with two children. He enjoys the outdoors, and his family schedules camping trips during the summer months. The family goal is to visit as many national parks as possible.
LYNN TANGUAY, VICE PRESIDENT
Lynn became the vice president in 2002 and is instrumental in overseeing the growth of Campbell’s Confections. She performs market and demographic analysis as well as extensive location research before a new store is approved. She is married and has two children and two grandchildren. Family activities include boating and fishing.
ROBERT SMITH, PLANT MANAGER
Robert Smith joined Campbell’s Confections in 1988. He replaced Andrew Smith, the original plant manager. Since he became plant manager, Campbell’s Confections added six stores and initiated the sale of chocolates over the Internet. He is married and enjoys traveling to the Northwest and Canada.
MICHAEL NORRIS, RETAIL SALES
Michael Norris has been with the company for 20 years. He enjoys the retail industry and says “he has never met a stranger.” Michael spends two days a week visiting stores and visiting with employees and customers for all 24 retail stores. He enjoys skiing and hiking.
RICHARD MATTHEWS, WHOLESALE SALES
Richard Matthews joined Campbell’s Confections when the company decided to try selling to wholesale clients. He has shown enthusiasm and dedication to growing his market, and sales continue to increase each year. Richard has a wife and four children.
TAMARA ROBBINS, FUNDRAISING
Tamara Robbins joined the company five years ago when Fundraising became its own department. She has done an excellent job promoting Campbell’s Confections fundraising candy bars to area schools, civic groups, and churches. She and her husband raise and train pedigreed Labrador retrievers.
CYNTHIA PARKER, CORPORATE GIFTS
Cynthia Parker became director and coordinator of the Corporate Gifts Department in 2002. She has been very successful in promoting the corporate gift program is responsible for continued growth in corporate sales. Her hobbies are reading, volunteering for local charities, and serving on the Board for the Friends of the Library. She is married and has a daughter.
LYDIA HAMRICK, CUSTOMER SERVICE
Lydia Hamrick started working for Campbell’s Confections after she retired from teaching. She is the coordinator for the Customer Service Department. Every day she is busy managing traffic from telephones, mail, and Internet requests. Lydia and Cynthia Parker enjoy shopping and scenic tours to practice their photography skills.
PETE BARNES, VEHICLE/MAINTENANCE/SHIPPING DEPARTMENT
Pete Barnes was hired when the company built the maintenance facility adjacent to the chocolate factory. His original assignment was to supervise plant maintenance. Within a short period, he was managing the company-owned vehicles, and now he also coordinates shipping schedules. He is looking forward to hiring an assistant. Pete enjoys metal detecting.
GLENN MOORE, ACCOUNTING/FINANCIAL SERVICES
Glenn Moore has been with the company for twelve years. He is an avid sportsman and raises horses on his farm in Mercer County.
GARLAND MILLER, HUMAN RESOURCES
Garland Miller is the director of Human Resources. He has been instrumental in developing the employee benefit package and wellness program. He enjoys running, swimming, and bicycling.
BARBARA BUMGARNER, ADMINISTRATIVE ASSISTANT
Barbara Bumgarner is the “glue” that holds the office together. She has been with the company for 18 years, and remembers when the company only had a few stores to manage. She spends her free time with her grandchildren, sewing, and reading.

