Invented for this exercise. Nothing here is real.
The incoming email
From: a colleague, Department 1
To: the contract team
Subject: FW: A contract for a new client project
Hi, we need a contract in place for a new client project. Small and simple, but it covers several of our people, probably around 5 to 10. Could you look at it? We need it signed soon, so as soon as possible please. Rates: still being agreed with the client. Denmark, or maybe Poland. Thanks!
———- Forwarded message ———-
From: Head of Delivery
Please make sure the signed contract is back by 3 April.
