MEMORANDUM

To: Field Sales Staff

From:
(your name)
Subject: Weekly Briefing Session - Change to Friday


This is to remind you that we changed our weekly briefing session from our usual time on Wednesday to 9:00 A.M. on Friday.  We will be meeting in the conference room in the main unit.  Our agenda includes:

Company plans

Sales review

Social hour

We will then adjourn to the social room for a luncheon where we will have a few comments from Chairperson Jones..  

Mary Roberts and Bob Dickens from the central office will join us to describe the company’s plans for the new fall product line that we will announce next month.  After their presentation there will be an opportunity for you to each express your thoughts on the new line.  

See you Thursday

