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Campbell’s Confections
25 Main Street 
 Grove City, PA  16127
Telephone: 724-555-
2025 
 Fax: 724-555-
2050
C
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)


[Current Date]



Mr. William Stevenson
Stevenson Marketing
University park Plaza
Indiana, PA 15701

Dear Mr. Stevenson:

I have prepared a preliminary cost breakdown for two chocolate trade shows you may be interested in attending. The Chicago Expo has always been a must-see show for us, and we hope you will join us this year.

The approximate cost for each trip is listed in the following tables, and the airfare is based on a departure from the Pittsburgh airport.

Meals and gratuities are not included; however, some of the hotels provide a continental breakfast. 

I have enclosed a program for each trade show and a floor plan of the exhibitor booths. Registration materials also included so you can decide which days you prefer to attend.

Please do not hesitate to contact me if you have questions about either show. Remember that a deposit is required should you decide to attend.

Sincerely,


Thomas Campbell
President

<xx>
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