SCRAMBLED MEMO
Directions:  The following memo is all mixed up.  Using the formatting skills you just learned, retype this memo so that it is correct. The Body paragraphs are in the correct order already.  Don’t forget to set up the page properly.  (Use Times New Roman, 12pt Font when typing the memo).

Attachment

From:

Justin Mathews, Administrative Assistant

xx

Attached is the address list for the ballet companies that you requested. I was unable to secure an address for the Bolshoi Ballet in Moscow.

I have seen the Royal Swedish Ballet, the American Ballet Theatre, and the Paris Opera Ballet perform.  They were al excellent. The patrons of our Artist Series would be extremely pleased with any of the three performances.

Even though I have not personally seen performances by any of the other groups on the list, I have heard excellent comments by others who have been fortunate enough to see them perform.  I don’t think we can go wrong by inviting any of those on the list to be a part of next year’s Artist Series

TO:

Marguerite Mercedes, Director

DATE:

May 5, 2008
Subject:

BALLET COMPANY ADDRESSES

