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Siobhan Khan to: Jin Park
Dear Jin,

As you requested, I have investigated three Xerox printers for our division’s high volume production of reports for both internal and external distribution: Tektronix Phaser 780, WorkCenter XD13Odf, and DocuPrint N2125. (Brochures on these printers and several others are attached.)

I recommend that we purchase the Tektronix Phaser 780 based on our present and future office requirements as measured by the four main criteria discussed at our recent meeting: type, speed, paper size, and cost.

	Printer
	Type
	Speed
	Paper Size
	Cost

	Tektronix Phaser 780
	Tabloid color laser printer
	16 ppm black
4 ppm color
	Letter, legal, A3, A4, A5, B4, B5, tabloid (extra and plus)
	$5,000

	WorkCenter XD130df
	Digital color copier/ printer
	8 ppm print

13 ppm copy

First copy-out time, 9.4 seconds
	Letter, legal, executive
	$4,000

	DocuPrint N2125
	Network black-and-white laser printer
	21 ppm
	Letter, legal, folio, executive, statement, A4, A5, A6, B5, custom, envelopes
	$3,000


As you can see, the Tektronix Phaser 780 meets our requirements for three criteria (type, speed, and paper size), whereas the other two meet only two criteria, either type and speed (WorkCenter) or speed and paper size (DocuPrint). The Tektronix will allow us to print both in color as well as in black and white; the laser quality is standard for Bank Group printers; and the paper size gives us the variety necessary to produce materials to fit international metric standards. Although the initial cost is higher for the Tektronix, the options available ensure that we will not have to purchase a second printer in the near future.

I’d be happy to move forward with purchasing the Tektronix if you agree.

Best regards,

Siobhan
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