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March 27, 2002
MACROBUTTON NoMacro [Click here and type recipient’s address]
here and type recipient’s name]Dear ,

Attached is the agenda for your visit to Dallas next month. Plan to arrive by noon on August 15 and depart the morning of August 17.

In order to use our time together to its fullest advantage, I have asked everyone involved to review all the information regarding XYZ Company. I ask that you come prepared to discuss each agenda item from XYZ’s perspective. I anticipate that our meetings will resolve tactical questions and problems, so that when we meet the following week we can deal with strategic issues.

This agenda is certainly flexible, so give me a call if I have overlooked anything. I think our meeting next month promises to be a productive one.

Sincerely,
n
MACROBUTTON NoMacro [Click here and type job title]
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