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Company name HasBaHue KoMmnaHuu
To: Komy:

[yKa3biBalOT NonHoOe MMA nosriyvyarens,
npodeccuoHaribHoe 3BaHue]

From: OT Koro:
[MMAa UnNu QOMKHOCTDb
oTnpaBuUTens, He nognucbiBaeTcs]



CTpykTypa MmemopaHayMa

Heading LLlanka

Date: NaTa:

Subject: Tema:



CTpykTypa MmemopaHayMa

Body OCHOBHOMU TEKCT

Opening: BcTynneHue:
[ycTaHaBnuBaeT NPUYUHDbI
HanucaHua meMmopaHaymal

Middle: CpenOHAA 4yacTb:
[moka3biBaeT pakTbl n Undpsbi]

3aknwuunTtenbHasa YacTb:

Ending:
: [noasoauT urtor]



MEMO

To: Katherine Chu, Regional Manager
From: Stephen Yu, Sales

Date : 28 April 2007

Subject: My resignation

| am writing to inform you of my intention to resign from G & S Holdings.

| have appreciated very much my four years working for the company. The training has been
excellent and | have gained valuable experience working within an efficient and professional
team environment. In particular, | have appreciated your personal guidance during these first
years of my career.

| feel now that it is time to further develop my knowledge and skills base in a different
environment.

| would like to leave, if possible, in a month's time on Saturday, 26 May. This will allow me to
complete my current workload. | hope that this suggested arrangement is acceptable to the
company.

Once again, thank you for your support.



To: All Support Staff Supervisors

From: Ruth Benett, Controller

Date: December 5, 20—

Subject: YEAR-END BONUS FOR SUPPORT STUFF

| am pleased to announce that we will be distributing a year-end bonus to all support staff and middle
management this year. Sales have increased by 25 percent in the past eight months and are up 36

percent from the same period last year.

Bonuses will be calculated according to employees’ salary and length of services as follows:

Services Amount

10 years or more %4 of monthly salary

5to 9 years 2/3 of monthly salary
Less than 5 years Y2 of monthly salary

All employees have contributed to the rise in sales revenue this year. The bonus is one way of
expressing our appreciation for everyone’s outstanding effort. Bonus checks will be issued to each
employee on December 23 along with the regular paycheck.




DupetmesacyrasaHne

Reasgeonse dampohhquiry
OmyeTaproaHaonpoBKe

TexldiuebrepeataitoueHue



OcobeHHOCTH
ochopmMneHus
CIy>XeOHbIX 3anunCcoK



30NOTOE!

MPABMNO)
ﬁj YuTtaTeno HYy>XHO CKa3aTb TOJIbKO TO, UTO eMy \ en
=p HY>XHO 3HaTb. MemopaHAyMbI MO CBOEW npupoae 3To
-’G'U.[D_ | nakeT cxaron nHdopmauumu. U3dbITok aeTanen pacceer
N < BHMMaHMe YMTaTensa n «pasmoeT» CyTb TeKCTa.

YuTaTento Hy>KHO cKka3aTb, YTO O3HaYaeT 3Ta
nHdpopmauus

Yurtarento HYXHO CKa3aTb, KaKue AEﬁCTBMﬂ
OOJTXHbI ObITb npeanpuHATbI



MEMORANDUM

TO: Design Team #362
FROM: W.B. Working
DATE: May 27, 1997
SUBJECT: Project Schedule

As a result of yesterday's meeting, I suggest we follow the project schedule listed
below. Remember, we must submit a Proposal by noon on July 2.

Schedule

Task Completion. Date

- Divide*research into"groups - June 6
and compile information

- Review designs from Kate - Junell
and Bill.

- Write Proposal « June 23
- Review Proposal - June 26
- Submit Proposal for - June 27

printing



MEMORANDUM

TO: Design Team #362
FROM: W.B. Working
DATE: May 27, 1997

SUBJECT: Project Schedule

This memo responds to your request that the weekly

LHens: meeting be moved from 9am to 10am.

1. This request is satisfactory as long as it is approved by

wereer RESPONSE Memo
1. Management usually has no problem with the individual

O6cy)xkaeHune: time changes in meetings, as long as meeting minutes are
turned in by noon to Cathy.

I have asked Cathy if she thinks this would be a problem
HdeuncrBue: and she said no, so all we need to do now is get approval
from Steve.



MEMORANDUM

TO: Dean of Journalism
FROM: Steve Nash

DATE: June 27, 1999
SUBJECT: Computer Lab

Lenb:

Kpartkoe n3snoxxeHue:

3agada, nocrapesxa
npob6sieMbi:

MeToabi:

Pe3ynbrartsbi:

3aK/1roueHue:

PexomMmeHgayummn:

This memo presents my findings of my visit to the computer lab
at Clark C252.

In general, I felt that the lab needs much new equipment and
renovation.

The inspection was designed to determine if the present
@quipiment was adequate to provide graduate students with the
t:cnnology racdid) ¢ pe forr the tisks{apect :d ¢ them by
their professors ¢Ind thesis research.

I ran a series of tasks on SPSS and WordPerfect and recorded
memory capacity and processing time for each task.

The inspection found that the hardware used to run the
computers is outdated and that the computers itself are very
slow.

This lab is inadequate for the everyday needs of graduate
students in this department.

Four new computers running on Windows98 and a processing
speed of at least 233mhz should be purchased immediately.



MEMORANDUM

TO: Design Team #362
FROM: W.B. Working
DATE: June 27, 1997

SUBJECT: Weekly Meeting

Lens: This memo presents my impressions of the meeting last week.
Kpartkoe In ge.neral, I felt that the meeting went well and much progress was
U3J10)KeHune: :

Tgnlpeffreeaptgare'togmremgnd should
O6cy)xaeHune: have them finished next week.

Kyle and Sandy are on Chapter 2 of the user manual.

Kyle will meet with Jeff to see how they want the graphics integrated into

PexomMmeHgayunmn: the text.
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TO:
FROM:
B

BCC:
DATE:
SUBJECT:

ATTACHED:

KOMY:

OT KOI'O:

KOMNn4:
CKPbITAA KONMUA:
OATA:

TEMA:
NMPUKPENJIEHHbIE
dAUNDbI:



[loanuckb B nucbme

Pacnonaraetcsa BHU3y crneBa, OTAENAeTCA OT OCHOBHON 4YacTu
NMUCbMa CTPOKOWU 3HAKOB:

e rr_r 1t ' 1 _° 11T | *hkkkkkkkkkkkkkkkkkkk

Peter Connor

Owner/Managing Editor

The Write Company

Fort Collins, CO 80521

---------------------- Voice: 970.493.84XX

Fax: 970.493.84XX

Email: Peter.Connor@TheWriteCompany.com
Web site: http://thewritecompany.com
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B nognucu gonxHa cogepxaTbCs NofIHas KOHTaKTHasA UHopMaLua:
Uma oTnpaBuTens, AOMKHOCTb, Ha3BaHWe KOMMNaHUU, aapec KoOMMnaHuu,
HoMepa TenecgoHOB, aapec 3NeKTPOHHOM NoYThbl, Beb-aapec.



