Unit 4  exercise 4

Phoebe Tang 1a (27)


MEMO
	TO
	Joyce Long
Administrative Assistant



	FROM
	Sally Wong
Office Manager



	SUBJECT
	MANAGING OFFICE DIARIES


	REF
	SW/pt


	DATE
	3 April 2004


You asked for some advice on how to control office diaries. I recently saw those guidelines in a magazine:

1. Always check with your employer before confirming any appointment.
2. Enter provisional engagements in pencil so that it is easy to see which ever are confirmed.

3. Every morning discuss the day’s appointments with your employer. Prepare any necessary files and papers for the appointments.
4. Allow extra time in case appointments overrun.
5. Avoid scheduling difficult appointments after lengthy meetings or late in the day.

6. Take note of the telephone number of each appointment. If necessary you can then call if your employer is running late.

7. Keep all your employer’s activities confidential when liaising with others.

I hope you find this information useful.
