MEMORANDUM
DATE: November 17, 2021
TO: All Employees
FROM: Emma Johnson, VP, Marketing Department

SUBIJECT: Facilities Update

I'm writing to inform you that, over the next few weeks, our kitchen area will be under
construction as we re-model.

As our company continues to grow, we feel it necessary to provide more communal dining space,
and we are grateful to our facilities team for their hard work in making that happen.

If you have questions or concerns regarding the re-model, you can access the full report here. In
the meantime, we are sorry for the inconvenience.

In between the weeks of December 1 - December 31, please use the kitchen on the second floor
if you need a microwave. We will also keep that kitchen stocked per usual with snacks and soda.

Thank you for your cooperation.



