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                  Kaplan University Writing Center Resource Library  Writing a Business Memo  May 2011 © 2011, Kaplan University Writ ing Center, All Rights Reserved Example Memo Date : April 25,2011 To: Academic Advisors; Susan Campbell; Darleen Harding; James Russell From : Kimberly Sullivan Subject : New Communications Degree Training We are pleased to announce the addition of a new technical communication degree in the School of Humanities. All academic advisors are required to attend the training session on Monday, May 2, 2011 , at 10:00 AM ET in the Laguna Conference Room. The Bachelor of Science in Technical Communication is a new degree program that will be launched May 15, 2011 , in the School of Humanities. Because this degree is new and many faculty and staff are unclear as to what this program is about, as well as career opportunities for graduates with this degree, Kimberly Sullivan will conduct an hour -long training that will give you information about the degree and career options. Please plan on attending this training. One make up session will be given on Wednesday, May 4, 2011 , at 10:00 AM ET in the Laguna Conference Room for those employees that are out on Monday. If you have any questions or concerns about this new degree program or the training, please contact Kimberly at x123 or  [email protected] .  Writing a Memo 
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                Fast and convenient

                Simply post your question and get it answered by professional tutor within 30 minutes. It's as simple as that!
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                Any topic, any difficulty

                We've got thousands of tutors in different areas of study who are willing to help you with any kind of academic assignment, be it a math homework or an article. 
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                100% Satisfied Students

                Join 3,4 million+ members who are already getting homework help from StudyDaddy!

            


    


    



    
        	Homework Answers
	Ask a Question
	Become a tutor
	FAQ
	Contact Us
	Privacy Policy
	DMCA
	Terms of Use
	Sitemap

        
        Copyright © 2024 StudyDaddy.com

        
                        Worbert Limited -  All right reserved.

            20 Christou Tsiarta Elma 2, 22, 1077, Nicosia, Cyprus
        

    











