


interoffice memorandum
to:	Maria Salverez, Manager
from:	Student name
subject:	New Tour Status Report
date:	3/20/2007

The bookings to date for the four new tours we are offering this year are exciting! The following table shows the bookings for the first three months of this year. As you can see the new tour to Machu Picchu is almost full to capacity. Because several others are also near capacity, we may want to consider offering additional trips next year.
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