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To,

Heather Jones, Chairman,
From:
Wilson Gayle
Community Development Department
Milton, NY 10945.

January 12, 2012
Subject: Meeting for the Comprehensive Plans of Company’s Growth

This to inform all the project heads and team leaders that management has decided to conduct a meeting on 15.01.2012. The agenda of the meeting is to discuss the comprehensive solutions provided by the experts and management to grow the company in this competitive market. Therefore, we request you all to attend the meeting without any fail.
We also like to request you all to present their plans and ideas on the company and team’s growth. The administration is also requesting all the project managers to provide a report on the production and services offered by the team on the last month.

The management is also attaching all the information and details related to the meeting along with this memo. For any doubts or queries, contact us within two working days.
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