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MEMO

To: All Branch Managers and Departmental Heads
From: Administration – Dr Spice Organics
Date: 3/12/2025


Dear. Managers

SUBJECT: COMMUNICATION PROTOCOL – CC ADMINISTRATION

This memo serves as a reminder that all official communication across the organization must be copied (CC) to the Administration Department. This includes, but is not limited to:

Requests for products from the shops to the Store Department

Confirmation and communication of released products from the Store to the shops

Any stock movement or related documentation


Ensuring Administration remains in the communication loop will enhance transparency, accountability, and proper tracking of operations across all branches.

[bookmark: _GoBack]We expect full adherence to this directive with immediate effect.

For any clarification, feel free to reach out to the Administration office.

Cc: CEO, Store Department
image1.png




