Sample Job Closing Emails

To Business Office
From: Faith Jackson <fjackson@ur.rutgers.edu>

Subject: Job closing
Date: August 23, 2012 4:20:32 PM EDT

To: Abigail Baker <abaker@ur.rutgers.edu>

Hi Abby,

I'm closing the following job.

RU-1213-0023 UUA Diversity Print Ad
Please move total costs of $650.00 from IPO 988098-627 and make a note in filemaker when done.

($66 of that was for proofreading and $552 was for Dan Flint design time)

Thanks,

Faith

Faith Jackson

Assistant Director, Creative Services

Department of University Relations

Rutgers, The State University of New Jersey

96 Davidson Road

Piscataway, NJ 08854-8062

www.rutgers.edu
848-445-1935

To Client
Hi Lee,

I recently closed the following job:

RU-1112-0048 UUA High School Visit Handout
Original IPO 988098-435 for $1,250

Actual Cost $1,179.81

Difference: $70.17 (5.6%)

Faith Jackson

Assistant Director, Creative Services

Department of University Relations

Rutgers, The State University of New Jersey

96 Davidson Road

Piscataway, NJ 08854-8062

www.rutgers.edu

732-445-3710, ext. 6404

