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B4 E5 A4 96 c28 646367.htm A: did you see the letter | got from
Bradford Films? They sent it in response to your phone call last week.
B: if they wanted to say something about my call last week, why didn
' tthey sand it to me? A: | guess they must not have your contact
Information, so they sent it addressed in care of your department
head. Anyhow, they wrote to confirm in writing what you discussed
about the Milton contract. B: can | see it for a second? A: sure, here it
IsSL] B:* Dear Mr. Clark, Further to our telephone call last Friday, |
am writing to confirm our meeting on july 21. As we discusses, our
meeting is to review the contract details.” A: did they ask you to
send the files beforehand? B: let’ ssee,” we would e grateful if you
could please send related materials to our office prior to our meeting.
" It looks like[d hey, was there anything else sent along with this
letter? A: 1 don’ t think so, why do you ask? B: the letter reads,

“ please find enclosed a copy of our agenda for your revire.” | don
t see anything else in the envelopell A: maybe they forgot to
attach it to the letter. You should give them another call. 00 OO O [J
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(1 O O The letter is in response to my phone call last week. [1 [J [
OO00000000000 Iamwriting to confirm our meeting.
Jo0000o00odododododo Please find enclosed a
copyofouragneda. U O 0 OO UOOO0O0OO0OOOONO Idon
' tknow the name of the contactperson. D U O O O OO0 0OO
[1 Towhom it may concern [ [0 [J [0 [J Attached is our customer
survey U OO OOO0OOOOOO Atyour earliest convenience
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