	
	Greenhaven Public Library


Memo

To:

Mary Clark
From:

Head Librarian
Date:

July 14, 20--
Re:

Library Overview Information
Here is the information you requested for the Greenhaven Public Library presentation:

· Founded in 1906 by Samuel Hollis

· Currently houses over 300,000 books

· Programs include adult classes and children’s story time

· Hosts community meetings

· Voted one of the country’s best libraries

This information should be included on the Library Overview slide in the PowerPoint presentation. Please let me know if you have any questions.
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