CD-ROM ACTIVITY 13-3





Instructions:  As training director you are scheduling classes to train employees on the upgraded software that is in the process of being installed.  Write a memo to the first departments to go through the training, Sales and Marketing, with the schedule of classes that will be offered.  Class size is limited to 8 and will be held in the Training Room on the second floor.  Employees must call and reserve their place in the class. Tell how to sign up for a class.  If a class fills, additional classes will be scheduled. Compose this message to send to marketing and sales employees.


























