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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

Although I find it an unpleasant task, I feel that I must bring to your attention a problem I am having with your representative, Don Hall.

I am, of course, delighted to have sales representatives call on our teachers. I firmly believe that teachers should keep up to date on everything new in textbooks and other educational products and that no one is in a better position to inform them than the people who sell these products.

However, concerning sales representatives, I have a rule that I feel that I must enforce. Every representative is to check in at my office for clearance before proceeding to the classrooms. I want to be certain that each visitor is one that teachers will want to see and, equally important, I think it is unwise for me to allow teachers to be interrupted while their classes are in session.

Mr. Hall was informed of this rule when he first began to call on us in September. However, he has repeatedly ignored it. I know only because the teachers themselves have complained to me about his frequent interruptions, often at extremely awkward times.

Naturally, I do not want to cause trouble for this young man. He seems very personable, and I know the teachers he sees have great respect for his knowledge and the company he represents. I am sure you will understand my position, and I hope that you will pass the word on to him.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
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