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DO00000000 0000000 You are the manager of a
small office. In order to reduce costs and improve the companys
environmental practices, you have decided to collect and recycle all
paper used in the office. Write a memo of 40-50 words: informing
staff of the new policy. explaining how the paper will be collected
requesting staff to co-operate with the scheme. [J [0 OO J [0 Sample
48 words TO: All staff From: Paul Blake Please note that from next
Monday we are introducing a environmentally friendly scheme. All
used paper from the office will be recycled. Used sheets should be
placed in the green bin next to the photocopier for collection. Al
staff ate asked for their full cooperation with this scheme. O [0 [ [
O O TO:All staff FROM:Manager RE:recycle paper policy In order
to reduce costs and improve our companys environmental
practices,| decide #f0000>to[1] collect and recycle all paper used in
the office.you shoud place your paper in the green box near the
fountain before 6 pm on friday,we will recycle them once a week.
Cooperate #f0000>please[2]. D U O [1JU 00 O00O0OO0OO0O
OO00000000000 collect paper? O O O it is decided to
L2QUODO00D00000000000 please, O O we
need your cooperation. J O O O 0O O To: All staff From: Mr. Za
Here is the new policy #ff0000>aim to[1] reduction the



costs#ff0000>[2] and improvement of the environmental practices of
our company. Used paper in this office, on effect of this policy,
should be collected by one appointed clerk each day for recycle use
by selling them to recycle bin for a profit. #f0000>[3] Please
cooperate with this policy for our own good and each one will serve
the duty in turn #ff0000>[4] Thankyou O O O [1]JU OO0 O O O
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