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General Office Circular

_

[Doc ID] [Date] [Manager name], [Manager All staff
job title]

Subject: General office circular - office arrangements and points of contact

[Company name] issues this circular to confirm the office arrangements at [Office location] and the point of contact
for office queries.

Office arrangements

e The office at [Office location] remains the main place of work for staff covered by this circular.
¢ Day-to-day queries go to [Manager name], [Manager job title], in the first instance.
¢ Any change will be announced by a further circular from [Manager name].

What staff need to do

® Read this circular and keep it for reference.
e Direct questions about these arrangements to [Manager name], [Manager job title].



