22/8/2005

Dear   
RE: confirmation of organisation details

As you know, the new PHOENIX system will be introduced in October this year and we at ICMA are working very hard to make sure that your organisation will be prepared for this exciting change.

Before we can release further documentation, we need you to confirm some key names within your organization.

We have attached a simple Spreadsheet file that contains

· The names and contact details we already have listed for your organisation.

· Your Paper codes & names

· Your postal address

Please confirm that all these details are correct and add any missing information to the Spreadsheet where you see an empty cell or ‘??’.  With regard to FAPCOM email addresses (ICMAonline.at) these will not work after 31st October so please make sure that you supply alternative email addresses.

Please remember to re-save the Spreadsheet file before returning it via email. 

It is very important that the enclosed details are confirmed within the next few days, as we have to write to all contacts about the important system information we require. Without these details, we will not be able to set up your installation of the new PHOENIX system.

We thank you in advance for your immediate attention and look forward to hearing from you very shortly.

Yours sincerely

ICMA Operations Team 

