EDPM SBA 	Portfolio 	Circular Letter 


St. George’s Institute
Electronic Document Preparation and Management
EDPM Portfolio – Circular letter 

 Instructions: 
 
1. Prepare the following Circular letter your letter must be neatly written free of grammatical and punctuation errors (mailable standard). 
2. Use a A4 paper in blocked style
3. Set Margins set at 1.5” left, 1” inch right, top and bottom. 
4. Use correct symbols where necessary
5. Save As: Circular Letter/Your Name
6. Send to the below personnel’s on or before February 24th 
7. To: Chenry@stgeorgeinstitute.orgCc: abenoit@stgeorgesinstitute.org, sperrotte@stgeorgesinstitute.org, emmonsgbss@gmail.com
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