[Letter head]

FAX TO: Mr. Fred Chin, Aerial Printing

FROM: Allen Smith, Marketing Manager, [COMPANY NAME]

DATE: 26 February 2005

RE: Printing Quote

# of pages (including this one): 1

Dear Mr. Chin,

How are you? I hope all is well at Aerial.

[COMPANY NAME] is getting ready to print the 2004-2005 annual report. We are looking for a quote for printing 10,000 copies. The report will be 64 pages long, four-color throughout. We would like 12-point glossy cover stock. We can provide a CD by 25 March and would need the report in our hands by July 30. 

Please send your print quote to me at your earliest convenience.

Sincerely,

Allen Smith

[Letter head]

FAX TO: Susan Smith, [POSITION], [COMPANY NAME]

FROM: Sam Jones, [POSITION], [COMPANY NAME]

DATE: 2 September 2004

RE: Attached article

# of pages (including this one): 4

Attached is the article concerning the British marketing firm who did the branding campaign for [COMPANY] that I mentioned might be of interest to you. I found their technique and ideas very helpful when I was working on the [NAME] project.

Good luck in your campaign!

[Letter head]

FAX TO: Ed Jones, [Position], [Company]

FROM: Sue Smith, [Position], [Company]

DATE:

RE:

# of pages (including this one):

Please the materials we discussed on the phone last night to my attention at the following address:

[Company]

[Building/Suite]

[Street]

[City/State/ZIP]

I look forward to receiving them.

[Letter head]

FAX TO: Sue Smith, [Name] Insurance Company

FROM: Ed Frank, [Title], [Company]

DATE:

RE:

# of pages (including this one):

Attached please find the signed form for the insurance rider. I have put the original with a check in the mail; you should receive it by Friday. 

Thank you for taking care of this.

[Letter head]

FAX TO:  Cathy Jones

FROM: Sylvia

DATE:

RE:

# of pages (including this one):

Hi Cath,

Please order 60 each of the following and start putting the kits together if you receive the supplies before I get back:

1 ½” ring binders with plastic sleeve for cover insert

Pocket Files

Alpha tabs

Plastic pocket (you know, the kind that hold pens, etc.)

I will finish up the covers and print them when I return. I’ve attached a photo of the binder I saw that I liked.

See you soon!

Sylvia

