Mrs. Lisa Harrelson
TechData Inc.
3535 Lumsden Drive
Toronto, Ontario
L8T 4S1
01/04/16
Superior Graphics
546 Governor’s Road
Dundas, Ontario
L8W 1H1

SUBJECT:  HI

Dear Mrs. Lisa

[bookmark: _GoBack]The purpose of the letter is to finalize the details of the new infographic we are designing for your conference poster. Could you please send us the following information regarding the infographic. First, what is the final size of the conference poster and secondly, what is the final size of the infographic? Next, are there any changes or additions to the information you would like to be included in the infographic? Next, we are thinking of designing the infographic using blue and yellow as the primary colours. Please see the attached template and let us know what you think. Lastly, please take a look at the attached images and let us know if there are any that you do not wish us to use in the infographic.

Please send us the information by the end of the day on Monday, Feb. 29 so we have time to finalize the inforgraphic and send it to you before the March conference.
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