Turn the text below into an outline

I.


A.



1.

Use this as the body of a memo to be send to five people using mail merge.

On a separate page, create list of the people you will send this to and using tabs and leaders, show their ages.

Send to kennethchua@tri-isys.com a zip file containing three files:

1) Source data

2) Letter with the outline below with mail merge marks

3) A merged document

Save the zip file as act2-IDnumber.zip

Due on Thursday, April 28, 6am

The objectives of Case Management are twofold:

To support the individual’s goal of obtaining and keeping employment by:

· negotiating individually tailored actions plans,
· coordinating interventions in a partnership environment,
· ensuring individual tracking, follow-up and support, when required, until an employment  result is achieved.

To ensure optimum results from Employment Benefits investment by:

· determining the most appropriate mix of Employment Benefits and Support Measures,
· enabling service quality and affordability,

· demonstrating results in terms of employment and savings to the EI Account,
· providing data to support local planning, the improvement of interventions and the achievement of better results 
