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[Team leader’s name]
919 S. Carpenter Street, 
Apt. 3N

Chicago, IL 60607
(312) xxx-xxxx

xxxxx@uic.edu
May 14, 2011
Mr. Timothy McLevish
Investor Relations 
Kraft Foods Global, Inc.
151 W Ohio Street
Kendallville, IN 46755
Subject: Request for Company Information
Dear Mr. McLevish:

We are MBA students at the University of Illinois at Chicago. We have selected Kraft as the topic for the final paper in our Managerial Communication class. We would appreciate your support in providing us with a copy of your 2010 annual report as well as other general information about your company.
We decided to study Kraft for our term project as Kraft is one of world's leading food and beverage companies. We will use the annual report for research on the company’s products, competitive landscape, and financial review. As MBA students, we would like to apply our academic knowledge to real-world practice and gain new ideas from a successful company such as Kraft.

We greatly appreciate your help with our team project. If you have any questions about this request, please contact our team leader, [full name], at (312) xxx-xxxx.

Sincerely,

John Smith


  Lisa Brown


David Jordan
