You work for

M&CM Inc

22 Harddisk Dr.

Steeltown  PA  10297

You have received the following memo from your boss. Prepare a business letter to go out under their signature (the boss’s) based on the memo.



Date:
11 Feb
Subject:
Whiz Bang #307


From:
Supervisor 
To:
Sales

Please, write Whiz Bang and tell them that we are sorry that we shipped them 5,000 PS/2 boards instead of the 5,000 PCI motherboards, they ordered.

Let them know that we will pick up PS/2s and deliver the PCIs with the next scheduled delivery at the beginning of next month.

Whiz Bang Computer Company

101 New Way

Tarzana  CA  90909
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