SAMPLE faculty materials reminder 

MEMORANDUM

Date:



To:

Faculty

From:
Training Assistant
Re:

Materials for August Program Manager’s course


This short memo is to remind you that the deadline for your presentation materials to be in our office was <<Due date>>.  Since we have to compile, edit, format all documents before we submit them to the printer, it’s important that we get your syllabus materials as soon as possible.

If there’s any way that I can be of help in preparing your materials, please don’t hesitate to ask.  If you have access to e-mail, you can send your materials electronically to ______________.  If you are going to submit your outline on disk, please fax us the hard copy so we can review for content before the disk arrives via U.S. mail.

I appreciate your effort in helping us make this an extremely valuable and informative course.  I look forward to working with you.

