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Memo

To:
<your name> (Administration)
From:
Donna Wright (Executive Director – Human Resources)
CC:
Stella Miles (Executive Director – Administration)

Nigel Watson (ICT Coordinator – Administration)
Date:
June 29, 2006
Re:
Additional information for staff database
Since the last staff list was published the following staff have left the company:
· David Otunde

· Harpinder Singh

· Reginald Fuller

The following staff have been recruited:

· Mandy Ranger (replaces David Otunde)

· Leanne Phillips (replaces Harpinder Singh)
· Fred Runcton (replaces Reginald Fuller)

· Nigel Watson (ICT Coordinator – Administration Department)

· Keith Tierney (Bookkeeper – Accounts Department)
· Kevin Lincoln (Salesperson UK – Sales Department)

· William Clarke (Machine Minder – Production Department)

· Jane Young (Machine Minder – Production Department)

· Anna Haydon (Junior Warehouseperson – Distribution Department)

· Don’t forget to add yourself to the list of new staff!
The following staff are part-time employees:

· Clifford James (Accounts Department)
· Patricia Vincent (Sales Department)

· Naomi Atkinson (Human Resources Department)
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