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Memo

To:
All Employees
From:
Human Resources
Date:
August 30, 20--
Re:
Workshop Topics
This year, our professional development workshops will revolve around the theme of leadership. Please take some time and note what topics you would be most interested in learning more about. We need your input to determine which workshops we will sponsor!
Possible Topics:

Running Team Meetings
Improving Time Management Skills

Giving Effective Presentations
Developing a Vision
Increasing Team Communication
Taking Responsibility
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