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¶
TO:       	All Employees
¶
FROM:  	David Johnson
¶
DATE:   	April 12
¶
SUBJECT:  Employee Training Meeting
¶

¶
We will have our company’s employee training session from Oct. 21 through 24, 2017. Lunches will be served. As the training site is less than 70 miles away from our office, you will have the option to drive home each night or stay onsite at the hotel. The hotel is The Grand Avenue in downtown Olympia.
¶
Please let myself or Cassandra Lim know by August 6th whether you will stay or drive. If you choose to drive, you will be reimbursed for mileage using the standard rate.
¶
cw
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