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:
Feb 14
Subject:
Order #290


From:
Supervisor 
To:
Sales

Please, write Computer Parts and tell them that we are sorry that we didn’t ship any graphic accelerators. We will be able to deliver them in 3 weeks.

Furthermore, we can offer them the normal special discount for their understanding of $50 per hundred.

Computer Parts International

123 Main Street

Cereal Port  IA  49237
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