Note: Student files may resemble the example shown below. Variations are also possible.
February 10, 2004
Name

Company

Address

City, State Zip

Dear Customer:

We are pleased to announce our new volume discount program for current and new customers. We appreciate your business and want to encourage you to expand your business with Big Time Video Distributors. 

Our new program will begin March 1, 2004. You will receive a volume discount for the current quarter based upon your volume in the previous quarter. The discount schedule is as follows.

Volume in Previous Quarter

Discount Percentage

$50,000



10%

$100,000



15%

$200,000



25%

In order to qualify for this offer, you must respond within 30 days of receipt of this letter. Please fill out, sign, and return the enclosed card to begin receiving your discount.

Sincerely,

Donald Livingston

Director of Marketing

cj

Enclosure

