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The following sample letter shows how each of the three parts work :

October 2,2000

Lance Smith, Director
Terrance Trucking
P.0O.Box 4440

Houston, TX 34598-444(0

Dear Mr. Smith:

State Your Thank you for your conscientious service. All 15 of your last
Purpose shipments have arrived undamaged. We have never contracted

with a supplier with as fine a record as yours. We appreciate

the extra effort it takes to ship our order intact and on time.

Explain Ted McCracken and Bob Smiley have delivered these shipments
What You to our loading dock supervisor. I have attached copies of logs
Want to for your review. Note that the unloading time is approximately
Happen or half of that from other shippers for a similar load. Ted and Bob
Explain the frequently help our crew unload the crates. This additional ser-
Information vice always comes with an exchange of jokes. Our crew collects
You Have laughs to compete with your drivers!
Request a Doing business with your organization is a pleasure. You save
Dated us money by eliminating shipping waste and time by providing
Action, efficient drivers. Please accept the enclosed certificates of
Conclude, merit to Terrance Trucking, Ted and Bob, with our apprecia-
Thank the tion. We are confident in referring our customers and vendors
Reader to Terrance Trucking for their shipping needs.
Sincerely,

Cala Reginald
CLR : mjk
Enc.(10)
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September 9,2000

359 Longview Road
Mt. Vernon, IL 65676
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