CD-ROM Activity 08-12





Instructions:  Below are situations that require maintaining goodwill or reselling your product or organization while delivering a response.  Write the opening paragraph for each of the situations.





A customer has written to you and wants to receive a schedule of the computer training courses on Microsoft Office that will be offered in the Twin Cities in April.  The customer needs to know dates, times, places, and costs.  Not all the details have been finalized yet.  























You are sending a letter to someone who has recently signed up to use the First Rate credit card.  You want to resell the benefits on having a First Rate credit card in this letter.








