February 10, 2004 
Ms. Sandra Evans 
Vice President of Operations 
Integrated Office Solutions, Inc. 
2756 Industrial Lane, Suite 104 
Los Angeles, CA 90024 
Dear Ms. Evans: 
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. We would like to follow up our presentation with a live demonstration. You must see our products in action to truly appreciate their benefits. 
I will contact you early next week to arrange a demonstration. In the meantime, please feel free to contact me if I can be of further assistance.
Regards,
Susan Adams

Sales Representative
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