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In light of recent organization changes (e.g. reassignment of certain EBS functions to corp.) and the increasing focus on earnings (and cost reductions) we need to conduct a top to bottom review of corporate staff, focusing on:

· the functions we perform
· the initiatives underway for this year
· the organization itself – job descriptions and projects that each individual is working on
· the budget

Please plan to attend two ½ day meetings, scheduled for March 28 and April 3.  These meetings will start at 11:30am and 12:30pm respectively, and end when we’re finished.  Location is 47C1, and lunch will be provided.

Please be prepared to discuss and provide materials (electronic and hardcopy) on the following:

· Your department’s functions, approach, accomplishments and initiatives.  Please follow the example format attached.

· Budget.  Be prepared to discuss line items and provide an update on where you stand now and your anticipated activity by year end.

· Staffing.  Please provide organization charts and individual information.  Please follow the example format attached.

If you have any existing materials, please send them to Maureen by Friday, March 23.  Materials that you further develop should be submitted to Maureen by Noon on Tuesday, March 27.

Timeline:
March 23 - Existing materials due.
March 27 – All listed materials due by Noon in electronic form. 
March 28 – Meeting begins at 11:30
April 3 – Meeting begins at 12:30



If you need to bring someone with you to help in the discussions, please notify Maureen so we can plan accordingly.

 
Attachments: 	From board presentation

Distribution:

Bill Donovan
Mary Joyce
Elizabeth Linnell
Cindy Olson
Mark Palmer
Linda Robertson 
Mark Schroeder
Rick Shapiro
Jim Steffes
Mike Terraso
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