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Ref JC/pt
10 June 2004

John Docherty

General Manager

Bradley Engineering Ltd

Crick Street

Manchester M25 2FG

INTRODUCTION TO COMPUTERS

Dear Mr Docherty

I tried to call you this morning but I understand you are overseas until next week.

I have been informed by our Marketing Director, Matthew Hudson, that you wish to send 10 employees for training on an introduction to computers course.

We have a very comprehensive one-day course that includes several sections:

Windows – the operating system

Working with Word Processing

Simple Spreadsheets

Discovering Databases

I will call you early next week to arrange a meeting so that we can discuss this.

An information sheet on this particular course is enclosed, but we will be able to adopt this course as necessary to meet your specific requirements.

Yours sincerely

Jenny Carter

Training Manager(Information Technology)

cc Jenny Carter
