24 May 2011Alpheius Global Enterprises
414 St Edmonds Road
Melbourne VIC 3004

Miss Felicity Shaw
Shaw Thing Evaluations
56 Main Street
Broadmeadows 3047



Dear Miss Shaw
[bookmark: _GoBack]
[bookmark: Manager]Your regular account manager, Helen Sanders, will be taking long service leave for the next 3 months. To ensure that you receive the same high level of service, we have appointed Manuel SmithManuel Smith to take care of your account.

Manuel Smith has many years of experience in this field and we are confident that the replacement manager will be an asset to your business.
You can contact Manuel Smith on 9556 4556 if you have any enquiries or would like to be briefed on our new range of products and services.

Yours sincerely


Norbert Lightfoot
General Service Manager
Alpheius Global Enterprises
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