


CD-ROM Activity 07-2





Instructions:  Proofread and correct the following memo so that it adheres to English grammar and writing principles and the format principles for memos.





FROM:	Claudia O’Neill





TO:  	Michael Adamson





SUBJECT:	Summary of Managerial Team Meeting





DATE:	Current Date





Here are a summary of the managerial team meeting of August 14th you asked me to attend for you.





The all-staff meeting is scheduled for September 18 at the Ironwood Springs Hotel.  The meeting will start at 8:30 and it should be finished about 4:00.  Lunch will be provided.  You are too provide the names of 2 staff members who will facilitate sessions.





A new phone system will be installed during the week of August 21st.  This will necessitate phone calls from upstairs being rolled over to you administrative assistant until the installation is complete.    





Performance appraisals should be completed by September 30th so salary adjustments would be made with the October 15th paycheck.





Our supply of paper clips and post-it notes seem to be disappearing fast than they should be.  Let you staff know that they should only requisition what they need at any particular time.





Bill Puddington will be in the office and available to meet with new employees about their penshun plan on August 23.  Sign up for an appointment with Bill at the receptionist desk.








 


