February 15, 2004
Ms. Emily Morgan

Corporate Technologies, Inc.

127 Hillard Drive

La Canada, CA 91001

Dear Ms. Morgan

It was a pleasure meeting with you and the rest of your staff yesterday. Both Richard Jones and I were quite impressed with your facilities and the quality of your team. You certainly have a group of hard-working and creative people. 

Our presentation was designed to give you an overview of our high-performance copiers, laser printers, fax machines, and digital scanners. I’m glad you made an appointment to see a demonstration of our equipment. You must see our products in action to truly appreciate their benefits. 

We look forward to seeing you again next Tuesday. Please call me if you have any questions in the meantime.

Sincerely,

Susan Adams

Sales Representative

