Memo

January 22, 2017

To: SunRay Auto Group Product Team
From: Your Name
Re: Product Launch Event

[bookmark: _GoBack]The meeting date for the SunBlast, the company’s first solar-powered car, is now set for April 1, 2017. Planning is underway now to finalize all the details of this event. For now, please read the information below and book your flights today.

Dates
As a product team member, you are expected to arrive in Phoenix by 1:00 PM on March 30 and depart on April 2, no earlier than 7PM. 

About the Hotel and Conference Center
Accommodations for all team members have been reserved at the Red Fox Hotel and Conference Center in Scottsdale. This proprty offers state-of-the-art conference facilities as well as world-class recreational amenities, including a spa and golf course. A media event event at the golf course is planned for showcasing our new solar powered golf cart; stay tuned for details. 

Pre-Launch Setup
After arrival on March 30, be prepared to work hard to set up.  Please meet in the hotel lobby at 2:00 for your setup assignment and checklist. 

Launch Agenda 
Here is the tentative product launch agenda for April 1: 
9:00-9:15: Welcome
9:15-10:00: CEO Pat Allen introduces and unveils the SunBlast
10:00-10:30: Q & A
10:30-12:00: Car tours around Scottsdale for members of the media (all prodct team members expected to host one car tour)
12:00-1:30: Lunch in the Red Fox Hotel and Conference Center

Other Trip Details
Please let me know if you have questions or concerns. Buses will be waiting for you at the airprt to take you to the hotel on March 30; any taxi fares submittd on expense reports will not be reimbursed. 


