LESSON 96

Memo 5

PAPER: A5 (210 x 148 mm).

TARGET TIME: 7 minutes.

Take one carbon copy.

Postcard 4
TODAY'S DATE

TARGET TIME: 5 minutes.

Display 9

PAPER: A5 (148 x 210 mm).

TARGET TIME: 15 minutes.

Put in the leader dots.

Display 10

PAPER: A5 (148 x 210 mm).

TARGET TIME: 10 minutes.

Put in the leader dots.

UNIT 24

P. Bailey, Typing for Schools
© DP. Bailey 1973

From Headmaster To All Staff
Subject C.S.E. and G.C.E. entry
Will all Staff please note that there will be a general
Staff Meeting in the Staff Room at 1600 hours on Monday
next. (Paragraph) Following the Staff Meeting there will
be a meeting of all Staff who take the'5th forms and the
entry recommendations for both C.S.E. and G.C.E. will be
made. Heads of Department are requested to attend even if
they do not take 5th forms. Form Tutors are requested to
bring along the reports for their forms.

Date To-day's date
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