Chapter 9

Formatting
Directions: Read the following information. Edit the document and format it to create a professional-looking memo. Use the default spacing and font for your word processing software.
from sue vincetti

date september 10, 20--

to dan west

subject space ads meeting

Enclosures California Quarterly.pdf

We have scheduled a meeting for Wednesday, September 19, 10:30 a.m. until 12 noon, in conference room B. At this meeting, we will discuss ways to use space ads more effectively to promote the new line of spa equipment. In preparation for this discussion, please review our ads for the months of May, June, and July of last fiscal year. Bring sales records (June-September) for your region. Be prepared to present what has worked, what hasn't worked, and suggestions for new advertising campaigns for our line of spa equipment. This is your opportunity to present any new ideas your team may have. The attached ads were run by the competition in the summer issue of California Quarterly. As part of our discussion, Rico Martinez wants us to look at these ads and consider what they reveal about the competition and the challenges that are ahead. This discussion should also shed some light on our new agency selection process. I look forward to seeing you at this meeting.

Sue
