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Memorandum
	To
	Sales and Marketing Assistant

	From
	Sales and Marketing Coordinator

	Date
	24 November 2008

	Reference
	

	Subject
	Invitations to Swaggies Online launch


I need you to undertake a number of tasks to ensure that the invitations to the Swaggies Online launch are handled effectively.

1. Prepare an invitation to the Swaggies’ Online Store Launch with the attached details
2. The invitation to Store Managers is to be sent electronically. Please create a group address that includes the email address of each of the Swaggies’ stores.

3. You need to create an electronic signature for yourself that will be included automatically on any email that you send.

4. You will need to organise the folders in your electronic mail so that you can quickly locate any emails that you receive in response to the flyer that is being sent to the Store Managers and also, the RSVPs that you receive for the launch party. You should also create a folder where you may store any emails that you receive regarding the administration or coordination of the event.

It is important that you carefully monitor your email for any instructions that you might receive from Kylie or me in the lead-up to this important event. You should configure your email so that you receive an alert tone whenever you receive an email.

mso31E.doc
Swaggies Pty Ltd is a simulated company used for training purposes only

