Task 4 simulated e-mail content

E-mail 1

From: staff.manager@greenmeadow.sch.eu

To: Candidate

Subject: reminder

Attachments: n/a

Dear all

Please remember to complete the online health and safety training course before the end of next week. This must be completed by all staff, and I shall accept no excuses! If you have lost your login details, please call the user support helpdesk.

Thanks,
Staff Manager
E-mail 2

From: staff.manager@greenmeadow.sch.eu

To: Candidate

Subject: Staff Social

Attachments: n/a

Dear all

It’s that time of year again! I have had three suggestions for activities for our annual staff social event:

bowling

roller-skating

visit to the telecommunications museum.

Please let me know your preference; I am happy to go with the suggestion that gets the most votes by close of business on Friday.

Thanks,
Staff Manager
E-mail 3

From: staff.manager@greenmeadow.sch.eu

To: Candidate

Subject: Annual leave

Attachments: n/a

Hello

Are you planning to take any annual leave in the next three months? I don’t seem to have any up-to-date records for you.

Thanks,
Staff Manager

E-mail 4
From: parents@comittee.sch.eu

To: Candidate

Subject: 
Attachments: n/a

Hi,
Are you attending the committee meeting in September?

Regards

Parents’ Committee

