Date: 3/15/00
To:  Sales Reps.

From:  Octavia Mason

CC:  Brett Alexander

Subject:  

After analysis the company have determined that the most effective way to introduce our latest sound system is to hold a demonstration at the upcoming American Automobile Dealers Trade Show.  We have already contracted out the construction and design of the display, but we’re open to your ideas and suggestions.


As you know, the trade show is being held in Pittburgh on May 17th and 18th of this year.  We’ve reserved a block of rooms for May 17th at the Independent Inn at a special discount of $55.15 per night, for both single and double occupancy rooms.

In addition, we can get a reduced rate on rental cars.  However, in order to get the deal we need an accurate list of names ASAP.

TRAVEL

Make arrangements to fly together so group leaders can plan an in-flight meeting.  Air America Airlines provides service to and from Pittsburgh and the following cities:
Washington, DC

Wilmington, DE

New York, NY

For more information about the trade show please feel free to contact:

Dyane Baldwin—ext. 24
Detailed schedules will be forwarded to the participants after we’ve confirmed who’s going.  If there are additional details that haven’t been addressed, please let us know before April 18.
