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Memorandum
	To
	Janet Parker

	From
	Lyn Singh

	Date
	17 November 2008

	Subject
	Flyer for Staff Developments



Could you send an email to all assistants and clerks in all Swaggies departments informing them of the dates and venue of the upcoming staff development programs? 

Create an “eye catching” flyer with the relevant details to be attached to the email and to pin on the staff notice boards.
The training will take place at Swaggies Head Office, Manly, in the Jumbuck Training Room. Introductory Audio Transcription training will be held in two months’ time on the first Tuesday and Introductory Note Taking training will be on the last Thursday of that same month. (Consult calendar for correct date and include day as well as date in email). Training sessions will last all day from 8.30 am to 5.30 pm. Morning and afternoon teas as well as a light lunch will be provided.

Before sending the email, activate the following functions:

1. Request read receipt 

2. Voting buttons – Yes/No (mention how to use these in your email so that staff do use the buttons to indicate their interest in the training) 

Create an “eye catching” flyer to be circulated to staff with the relevant details.

Swaggies Pty Ltd is a simulated company used for training purposes only
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