Writing assignment #1

Retirement Letter

Dr. Willomena Mendanhall has announced that she will be taking early retirement beginning in January, 2008. And beginning November, 15, she will not offer office hours after 1 pm on any day. You must inform her patients of her impending retirement and the upcoming change in her office hours. Prepare a draft of the letter to be approved by the office manager.

Dr. Mendanhall’s address is:
4242 West Covina Blvd.

No. Hollywood, CA 92191-0101

Phone: (714) 338-2929

   Fax:  (714) 338-2930

