Assignment: Business Letter
Recently, we have decided to send routine follow-up letters to potential customers who stop by for brake estimates.  I would like a letter written in a business letter format to inform our costumers that they need to return their vehicles to our shop to get the repairs listed on the estimate done. 
Assignment
I am out of town this week and I am asking you to inspect the entire vehicle when it comes into the shop. With the information from the inspection you need to write a business letter explaining the repairs needed and the importance of these repairs. 
You have done an estimate in the shop and found repairs that need to be completed on that vehicle.  Now write a business letter to your customer informing them that you are available to do the repairs. You will want to include the following information in your business letter:
1.  Thank the customer for coming by the shop for an estimate.
2.  Express the company’s appreciation.
3. Promise to live up to the customer’s expectations, if chosen.
4. Inform the customer that your technicians are ASE certified.
5. Express an interest in forming an ongoing business relationship with the customer.
6. Review needed repairs.
7. Ask for the customer’s business.

Write it in a formal, business-like tone while keeping your audience, a potential customer, in mind.
Use complete sentences and correct spelling and grammar: 100% accuracy!
Use block format business letter style.
Extra Credit if you put it on TBA letterhead.
YOUR COMPLETED ROUGH DRAFT IS DUE BEFORE YOU LEAVE FOR THANKSGIVING BREAK!
Any drafts turned in after the deadline will receive a late deduction of 25%.

