LAYOUT OF A LETTER Exercise

You are George Benson. You are writing to a Jane Davies, a Head Teacher, regarding a possible demonstration of your products.

You should have 18 pieces of paper in the envelope. Your task is to layout the letter in the correct order/position.

Notes to Trainer

The letter below has a deliberately over-large type face. Set up exercise beforehand by cutting up the separate parts of letter and placing in an envelope. Delegates layout them out in the right position. The letter layout , of course, is your crib sheet.
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29 June 2002

Jane Davies

Head Teacher

South Farnborough Infants School

Havells Road

Farnborough

Hants

GU16 9TW

Dear Jane Davies

Computer Learning Solutions Demonstration

Thank you very much for your letter of 20th June regarding my earlier enquiry about the possibility of our company providing your school with some computer-generated learning aids.

I am glad that you think the proposal is one worth considering and so I would be happy to come to your school and give you, and any of your colleagues who may be interested, a demonstration of our products. This should take approximately 30 minutes and then I will answer any questions that may arise.

You may also be interested to know that in addition to our standard packages we can also produce learning software that is tailored specifically for one school or a range of students.

I hope this is of use to you and if you would like to give me a call on the above number then I will be delighted to arrange a time for a visit.

I look forward to hearing from you again soon.

Yours sincerely

George Benson

George Benson


Managing Director


3 Stapleton Road


Farnborough


Hants GU16 7YT





Telephone: 01252 45678





Fax: 01252 912345





Email: � HYPERLINK "mailto:gb@abctrainingsdolutions.co.uk" ��gb@abctrainingsdolutions.co.uk�





Web: www.abctrainingsolutions.co.uk 





Our Ref: cls/54


Your ref: 








www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!


