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	From:
	Student Name

	Phone:
	(612) 555-2005

	Fax:
	(612) 555-2009

	Company Name:
	[Type the sender company name]

	
	

	To:
	Melissa Gehring

	Phone:
	(213) 555-0962

	Fax:
	(213) 555-0990

	Company Name:
	First Choice Travel

	
	

	Urgent
For Review
Please Comment
Please Reply
Please Recycle



Comments: 
The next page contains the names of the employees that will need flight and hotel reservations in Toronto.  The page also contains special requests for certain employees.

