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MEMORANDUM
	TO
	Helen Rhodes, Publications Officer

	FROM
	Roger Hargreaves, Manager

	REF
	RH/pt

	DATE
	10 July 2004


PUBLICATIONS UPDATES

Thank you for agreeing to update our booklet on Supreme Service, which is rather old now. In addition to some expert editing, I feel the layout of the booklet needs modernizing and with this in mind, I enclose a copy of another brochure which is very attractive. It is important to project a first-class image.

As we discussed, I feel there should be a new section in this booklet entitled “A commitment to service”. I have enclosed a draft. You may wish to add some ideas of your own, but do let me see the draft before finalizing it.

I am also considering publishing a booklet giving advice to clients, including sections on professional advice, quality and monitoring. Perhaps you can let me have your thoughts on this.

Can we meet to discuss both of these issues on Friday 11 April 2004 at 2.30pm?
