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Catapulting Your Career
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Writing good letters— communicating on the deeper level of

thought, feelings, and ideas rather than on the shallow, super-

ficial level of events— affects your ability to think, sense

accurately, and to be understood effectively .
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to my attention. I’ve scheduled a meeting for the entire staff. Attendance
is mandatory.
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s« Date: November 12
Time: 10:30 to 11:30

Place: Cafeteria
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% Barbara Chang: new EEO coordinator
Il be introducing Barbara at the meeting. Employees with suggestions,
problems, or complaints with regard to equal employment opportunities
should report their claims to their managers first. If this is not comfortable
for any reason, see Barbara. She will monitor the program and be respon
sible for making quarterly reports to us on the effectiveness of the program.
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