

June 20, 2006

Memorandum

To:
Tom Smallwood

From:
Mandy Hess

Date:
6/20/2006
Re:
Draft of May 24, 2006 Board of Directors Meeting Minutes

Attached are the general ledger accounts associated with the Bradley Prizes.  Please review the list and let me know if I have forgotten any accounts or types of expenses related to this event.  Also, please let me know if you have any changes to the account descriptions.

Once you have reviewed the list, we can both use it as a guide for indicating on each invoice which account(s) the expenses should be charged.  I will also be preparing a spreadsheet to further detail the charges within each account.  For example, the spreadsheet will show facility charges for each event and where it was held as well as the same for catering charges as the detail for the Facilities and Catering account.

Please let me know if you have any other ideas to make this process as efficient as possible. 
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