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Date
Mike the Mechanic
555 W Bolt St

Truck Yard TX  55555

Dear Mike:

Thank you for talking with us at your preliminary meeting.  We enjoyed looking at the pictures in your room.

Below are the times and places of the interviews we will be doing on Wednesday, March 8th.  If you or any of your quality circle members have any questions or concerns about these times, please give me or Mary a call.

9:00AM – 10:00AM Bugs McGee – the Gun Shop

9:30AM – 10:30AM Alice and John Fixit – Cars R Us restaurant

10:30AM – 11:30AM Casey Caseworker –County building

1:00PM – 2:00PM   Maddox Cruze – Mississippi House

2:00PM – 3:00PM   Cyrie JoLee – Mississippi House
If there is anyone else you or your quality circle feel we should be interviewing, please let us know.

The final meeting where we will present you with your learning portrait and the workbook will be held on Tuesday, April 8that 10:00AM at Mike’s house.  This meeting should last about ½ hour to 45 minutes.

If you have any questions please give me a call at (507) XXX-XXXX or QAT at (507) XXX-XXXX.  We look forward to talking with you and your Quality Circle!

Sincerely,

QAT




QAT
cc:  Alice and John Fixit
       Bugs McGee
       Maddox Cruze
       Cyrie JoLee
       Casey Caseworker
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