Task 4 simulated e-mail content

E-mail 1

From: 

clubchair@allwaysdancing.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

E-mail 2

From: 

clubchair@allwaysdancing.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
E-mail 3

From: 

clubchair@allwaysdancing.eu
To:

Candidate

Subject:
Contacts
Attachments:
n/a

Hi

Create a new email contact group called All Ways Dancing.

Add Deborah Hill (d.hill@pydancing.eu) and Susan James (susan.james@dancing4u.eu) 

Let me know when you’ve done this.

Thanks
E-mail 4
From: 

clubchair@allwaysdancing.eu

To:

Candidate

Subject:
Lockers

Attachments:
n/a

Dear all,

I’m looking into the situation with lockers. 

Everyone should have one, but it’s been brought to my attention that some people don’t have their own and are sharing. 

Please reply and let me know whether you have a locker and, if you do, what number it is.

Thanks.

E-mail 5
From: 

clubchair@allwaysdancing.eu

To:

Candidate

Subject:
Birthday

Attachments:
n/a

Dear all

It’s Sandra’s birthday on Tuesday. I thought I’d get her a card and a little present. If you’d like to sign the card or contribute to the cost of the present come and see me. 

I’d also love to hear some ideas for what she’d like!

Thanks

