To,

Members and Staff of Tacoma Technologies

From,

Brian Bounder, CEO

26th March 2010

Subject: Meeting Arranged on 01.04.2010

On April 1, 2010, the company is planning to arrange a meeting with the managers, team leaders as well as staffs of the company. The meeting mainly focuses on the important aspects that should be considered during the inspection conducted on the next day. The Management is also asking the company as well as the staffs to get ready for the event.

The account department of the company should have all the updated details of the sales and income of the company.  I would like to get a feedback of the present accounting details of the company.

The management is also arranging an award giving ceremony on the day for the best employees and staffs of the organization. Therefore, we would request the staffs and other concerned persons to perform well on the day.

