DATE:

November 11, 2002
TO:

Marlene St. Claire, Assistant Librarian

FROM:
An Nguyen, Librarian

SUBJECT:
REFERENCE BOOKS

I have received several requests for reference books in the past month. There should be enough money in the library budget to afford three to four books. Please call the publishers of the following books and ask for the price of each book.

The ABC’s of Business Communications written by Leonard T. Nicoletta and published by Sacramento Publishing House.

Communications for the Business Office by Stacy Keating and published by Hubler & Tate.

Basics of Business Communications by Darrell Talmadge and published by Fifth Avenue Publishers.

Communicating with Style by Clara Blakely and published by Moon Bay Publishing.

If there is enough money in the reference budget, please purchase all four books. If not, purchase at least the first two.

XX:Memo 02

