Memorandum

TO:
All Part Time Employees

FROM:
C. Black, Manager

DATE:
February 15, 1999

SUBJECT:
Next Week’s Hours

I am currently planning the work hour schedule for next week. Please sign up for all hours that you are available to work next week and then the hours you would like to work.

Enter available times for next week below:

Enter the times you would like to work below:

