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You are to use the following information to design a letterhead for The Glove Gallery.

The Glove Gallery’s address is as follows:

The Glove Gallery
298 Wilson Lane
St. Paul, MN 92803
(405) 678-4465

Once you finish designing the letterhead, you need to write a sales letter letting the local
baseball coach know The Glove Gallery is a new business in town offering all types of
sporting equipment, but especially baseball equipment. Try to convince people to come
into the shop and look around. You should try to think of a marketing promotion that

would help promote the shop. For example, a drawing for a give away, etc.

Address the letter to:

Coach Pat Howard
Springfield High School
St. Paul, MN 93867

Make the letter in block style, open punctuation. Sign it with your name. Use today’s
date )
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You are a member of a CD club. When you joined, you ordered 8 CD's for
$2.49 per CD and should have received 2 more free. When the CD's came,
they only sent 7 total, and they are billing you for all 10 of the CD's. Write a
letter to Mr. Jameson in the billing department suggesting ways for him to
clear up the situation. Be sure to include the names of all 10 CD's (or at
least the singer's name if you don't know the name of the album). Let them
know which CD’s they haven't sent. Be sure to be professional in your
languagell Address the letter to: '

BMG Music Club

1706 Harmony Way
Little Rock, Arkansas 93768

Use appropriate block letter style with open
punctuation. Put the letter on your letterhead.




_1169355915

