Functional Skills ICT – Major Assignment – Word processing



August 28, 2008

Draft  Email

Send  to:
Woodland Guides

Copy to:
Tim

Date:
<<today’s date>>

Subject:
Health and Safety Briefing

Hi team  –

James has asked me to let you know that he wants to see you all at 9.00 a.m. on Monday 9th October 2008 in the Conference Room.  The subject will be Health and Safety for the Nature Trail Event which is planned for Saturday 14 October 2008 from 10.00 a.m. to 2.00 p.m.

Thanks

<<Candidate’s name>>







Name, CN, Centre

1
0


2

