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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
July 1, 2003
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I know that you have confidence that our project team has the technical know-how to subcontract this project for you. I simply didn’t realize that you wanted each item broken out in detail.

Within five days, I’ll have a new report in your hands with the following tasks clarified:

· Testing all equipment and software

· Customization of software

· Implementation of competitive text retrieval systems

· Troubleshooting

I appreciate your prodding us to make this report as thorough as possible. You’ll have the revision by next Tuesday. And you’ll be reassured that we’re the group to execute the contract for you. Thank you.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
