From: Kerensa Mayne

To: Ramdeo Khemradj
Subject: Information
Date: 17 August

Attachment: Latest draft

Hi, Ramdeo.

Please take a look at the latest draft and let me know what you
think. | changed the layout—desserts are now on the inside
back cover—and provided descriptions of the additional
dinner dishes that you and vyour kitchen staff will be
introducing next month.

| haven’t updated the prices yet though, as | haven’t decided
whether we will need to increase some of them.

I'm sure you agree with me that the design firm did a great job
upgrading the kitchen and making the dining room Dbrighter

and more inviting.

Kerensa




Donovan Auto Lube

Donovan Auto Lube (DAL) is the first choice for residents of
Knebworth who want to keep their cars running smoothly. We
provide oil changes, tyre rotations, and routine inspections.
Our team of certified auto technicians can service all vehicle
makes and models. Customers may schedule an appointment
or simply drive up to any DAL location during our business
hours of 8:00 A.M. to 8:00 P.M., Monday to Saturday, and 11:00
A.M. to 5:00 P.M. on Sunday.

This summer, DAL offers a special promotion: a 5-quart oil
change, oil filter replacement, and comprehensive
maintenance check for just £15. This offer is available at all
DAL locations throughout Herefordshire but may not be
combined with any other promotional offer. The quoted price
does not include value-added tax and does not cover any
additional maintenance, repairs, and parts that a vehicle
inspection may call for.

Visit DAL for all your automotive needs.

@




Jobs Coming to Willettville

WILLETTTVILLE (March 8)—Tanney’s Discount Mart (TDM)
announced today that it will hold a job fair in Willettville
later this month. The company, headquartered in nearby
Lyter City, is looking to fill 300 positions at its new
distribution center, set to open here next month. In addition
to seeking technicians and supervisors, the company wants
to fill positions in the processing, stock inspection, and
maintenance departments.

“TDM’s distribution centers use modern automated
systems, which creates a big need for qualified technical
staff in particular,” Kent Siler, TDM’'s president, said in a
press release announcing the job fair.

The event will be held from 9:30 AM. to 6:30 P.M. on
Thursday, March 20, in the ballroom of the Twin Ridges
Hotel. Details can be found by visiting tdm.com/careers.

“This recruiting event will help us find the staff we need to
meet the anticipated growth in demand for our products,”
said Mr. Siler. “TDM continues to expand its position in
discount retail. So far this year, we have opened three
stores, and we have five more slated to open by the end of
next year.” Mr. Siler noted, moreover, that TDM offers
competitive wages for full-time and part-time employment.



From: Esme Mukaya

To: Morgan Tebele
Subject: Offer

Date: 21 August
Attachment: -

Dear Mr. Tebele,

Whether you are refinancing a loan, training personnel, or
marketing your financial services online, having fast, reliable
Internet access is essential for bank managers like you. Sky
Leopard Communications delivers just that, thanks to its highly
advanced network and dedicated workforce.

In fact, a recent survey conducted by the Namibian Association of
Small-Business Owners (NASO) revealed that 75 percent of its
members prefer our services over those of our competitors.

The reason: in addition to our state-of-the-art Internet
infrastructure and our outstanding pool of technicians, we offer
premium Internet connectivity through our High-Velocity Internet
Access (HIVIA) service plan. HIVIA provides download and upload
speeds that are three times faster than those of our closest
competitor.

Sky Leopard Communications offers new customers and those
using one of our other service plans the opportunity to try HIVIA
for free for 30 days. To subscribe, visit us at
www.skyleopard.com.na

or call us at 061-987-5555. If at any time during the one-month
trial period you are not satisfied with this plan, you can
unsubscribe from the service at no cost to you.

Sincerely,
Esme Mukaya, Sales




Introduction to Project Management

Online Webinar

18 January, 9 AM.-2 P.M.
Presenter: Shrijana Patel
Cost: €45
(Register by 10 January and receive a 10% discount!)

This live webinar offers attendees a better understanding of
how to improve the role that project management plays in
their organizations. The presentation will provide the basics
of managing projects and workers. Participants will learn
strategies and best practices to effectively oversee their
projects and foster buy-in from key players.

Participants will explore a simple step-by-step process for
managing projects and learn how to use tools and
documents such as scope statements and communication
plans. The presenter will also cover topics such as
developing a project’'s business case and facilitating

productive team meetings.



From: Leonard Chung

To: Maya Liu
Subject: Webinar
Date: 2 January
Attachment: -

Dear Ms. Liu:

Thank you for sending me the webinar announcement. As a
novice supervisor, | need to get all the training | can, but I'm not
sure whether | will be able to take advantage of this particular
offering. | am scheduled to present a detailed project update at
my company'’s quarterly division meeting on the same day, and |
don’t think anyone else on the team would be able to take my
place.

Do you know whether the webinar will be recorded or whether
there will be a similar webinar at a later date? | have no schedule

conflicts after 29 January.

Leonard Chung




GALWAY (4 March)—Adelle Rosier, a third-generation
soap maker, opened her shop in Galway eight years
ago. Nestled behind Eglinton Gourmet Market on Raven
Terrace, her business, Rosier and Finch, is booming.

Ms. Rosier credits the success to her commitment to
lifelong learning. “Yes, my handcrafted soaps,
shampoos, and lotions are luxurious,” she said. “But
there are a lot of high-quality skin-care products out
there. So after learning the trade from my family, | have
increased my sales knowledge by taking online courses
in business-to-business (B2B) marketing.”

Ms. Rosier adds that those courses built her confidence
in selling her products directly to hotels. “Thanks to
what | learned in my B2B strategies courses, | managed
to persuade a number of boutique hotels in Europe to try
my products.” And so Rosier and Finch skin-care
products are available in guest rooms at, for instance,
the Brudair Hotel in Galway, the Florinda Grand in
Lisbon, Portugal, and the Zerra Inn in Reykjavik, Iceland.

Ms. Rosier further points out that many of her customers
first learn of her products during a hotel stay. Afterward,
they visit the shop in person or go online to purchase
the items for themselves.

Rosier and Finch is located at 12 Raven Terrace and can
be found online at www.rosierandfinch.co.ie



https://www.florindagrand.pt/en/guest_reviews

| had to arrange a last-minute business trip to my
company's Portugal office, and the usual hotel | book
was completely full. Based on some online
recommendations, | decided to stay at Florinda Grand.
While this charming hotel is much smaller than the usual
places | stay, it has every comfort one would want
during a business trip. In addition to a tastefully
decorated and comfortable room, there were gourmet
treats on my pillowcase and the finest soap, shampoo,
and other toiletries available for me to enjoy. My only
regret is that | was in Lisbon for just three days. Next
time | visit the Lisbon office, | will stay longer and book a
room at the Florinda Grand.

—posted by Ashton Wu, 7 June



From: Paul Soderman

To: Emi Tokuda
Subject: Our discussion
Date: January 25
Attachment: -

Dear Ms. Tokuda,

I'm writing to confirm the details of our telephone conversation
earlier today.

As we discussed, Galahad Industrial Machinery will install and
maintain one self-service checkout kiosk in each of the four
locations operated by Paterra Department Stores in Haddonfield.
The installation charge for each kiosk will be $2,000 per unit.
Installation will be scheduled at a mutually agreed-upon day and
time.

Our maintenance fee, covering all four kiosks, is $120 per month.
Our technicians will be available 24 hours a day, 7 days a week, to
service the kiosks. All equipment will meet or exceed international
quality standards, and all our work is guaranteed.

A formal written agreement will be sent to you by registered mail.
We look forward to working with you.

Sincerely,

Paul Soderman, Managing Director
Galahad Industrial Machinery




From: Emi Tokuda

To: Paul Soderman

Subject: Equipment removal and reinstallation
Date: April 2

Attachment: -

Dear Mr. Soderman,

Please be advised that we have decided to close our store at 1506
Maple Street. We plan to transfer the inventory and all equipment
to our new location at 3300 Town Square Plaza. The transfer is
planned for mid-June, but we have not yet set a date.

| will contact you next month to confirm the date and arrange a
convenient time for your work crew to install the self-service kiosk.
| understand that, per our agreement dated January 25, your
charge for the reinstallation will be the same as for the initial
installation at the Maple Street store.

Yours truly,

Emi Tokuda, Managing Director
Paterra Department Stores




To: All Paterra Staff
From: Eleanor Bianchi, Branch Manager
Date: June 5

Re: Move update

Thanks to your hard work, our new store in the
Town Square Plaza is on track to open on June 15.
One of the problems with the store we are currently
working out of is that it is not on a bus line. By
contrast, the location we will be moving to is
served by bus number 689, so we expect to have a
larger number of customers at that location. We are
only waiting for the last of our display shelves to be
delivered from our warehouse so that we can finish

the display in the gardening department.

In appreciation of your efforts, I've brought pastries
from Aniga’s Bakery. I've put these treats on the

break-room counter. Enjoy!



