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Dear Sierra Graham,

Good morning!
Today we are having a 10% off on all earrings, if you show us this email you will get an extra 15% off. Come in today, we are having great deals!

From,

Jewelry Palace
123 Preston Hwy,
Louisville KY, 40229
Sierra Graham
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Subject:

October 13, 2006

Dear [Name]:

Following up on our phone conversation, | look forward to meeting with you and your
strategic planning staff on [day and time] at your office. I'd appreciate your arranging to
have a screen in the conference room for me to use during my presentation.

One other request, do you think it’s possible to have David Jaffe attend as well? Since he’ll
be signing off on the project, it would be helpful to have him see my presentation.

I'll touch base with you a few days before the meeting to reconfirm.

Sincerely,

[Your name]





