Long Shot, Inc.

234 Simsbury Drive ( Ithaca, NY 14850
Telephone: 607-555-9191 ( Fax: 607-555-9292 ( E-mail: mail@longshot.net

MEMO
To:

Harold Cantor

From:

Your Name

Date:

Today’s date

Subject:
Travel Plans

I have finalized my travel plans and will be arriving on flight 6234 at 9:55 a.m. on Friday the 13th. Assuming the traffic is light, I should reach your office by 11:00 a.m.

I look forward to meeting you on the 13th. Please contact me if you have any questions. Also, if you are able to arrange a tee time for Friday afternoon, I will be happy to bring along my golf gear.

