To Do List
1. Order office supplies
2. Schedule team meetings
3. Make copies for presentation
4. Send follow-up memo to new vendors
5. Finish sales report

Be sure to complete these tasks by the end of the week.




Five Tips for Better Voice Mail
1. SPEAK SLOWLY, CLEARLY AND ENUNCIATE. Speak directly into the phone. This action may seem obvious, but many people become distracted when speaking on the phone and do not speak directly into the receiver. Have you ever had to replay messages because you could not understand the call? Frustrating, isn't it?
2. KEEP IT SHORT AND SPECIFIC. Voice mail messages are not appropriate channels of communication to chat or to explain detailed steps or instructions. Be direct. Give your answer first and then add explanations for clarity. Start your message with your name and phone number. 
3. BE PREPARED AND PLAN AHEAD. Every time you make a phone call, be prepared to leave a voice mail message. Before you make the call, take a few moments to review the purpose of your call. Your message should include your name, your phone number, the reason for your call, and when and where the person can return your call, if needed.
4. REDUCE PHONE TAG GAMES. If you are calling to reply to a question or inquiry with a simple answer, leave a message.
5. TURN OFF YOUR SPEAKER PHONE. Speaker phones detract from a personal touch and increase static in the message.




Meeting Agenda
Introduction
New employees
Employee birthdays
Topics for discussion
Old business
Status of server migration
Progress of PC upgrades
New business
New sales and marketing plans
New projects
Updates from each project team
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