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March 27, 2007
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Ms. Linda Lopez
Account Manager
The Internet Connection
7625 Maple Avenue
Pomona, CA 91765

Dear Ms. Lopez:

Our company is interested in hosting an educational seminar this spring that will focus on meeting the growing need for information industry professionals to keep abreast of emerging new technologies and trends. We are specifically interested in information on high-speed Internet connections.

I understand that The Internet Connection specializes in these seminars and will also help businesses analyze their needs and choose an appropriate solution. I am in the process of contacting several companies similar to yours who might be interested in conducting these seminars. Please contact me by Thursday or Friday at the latest so that we can discuss this further.

I appreciate the fine service we have always received from you in the past, Ms. Lopez, and look forward to hearing from you.

Sincerely,


Ruzanna Petroska
Technology Specialist
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Change the Style Set to Word 2007: From the Home tab, in the Styles group, click Change Styles, Style Set, Word 2007.


Press Enter 3 times to begin the letter2 inches from the top of the page.


Press Enter 2 times after the date and complimentary close.


Press Shift+ Enter to single space lines such as the inside address and closing.


Press Enter 1 time to insert a 10-pt. blank line.








