Memorandum
To:
Catherine Turner

From:

Date: 
April 3, 2003

Subject: 
Proposal for Office Furniture Purchase

After our discussion last week, I pulled together some numbers for you to review. The first table is a list of the prices of the office furniture that I propose that we purchase (instead of renewing the lease). This table does not include the shipping and handling cost or taxes, but it will give you an idea about the overall cost.
	Furniture
	Quantity
	Unit Price
	Total

	L-shaped computer desk
	5
	500
	2,500

	Computer desk hutch
	5
	300
	1,500

	Utility chart
	5
	100
	500

	Ergo-chair
	5
	350
	1,750

	Lateral file cabinet
	3
	250
	750

	Tall file cabinet
	2
	200
	400

	Total Amount
	


I shopped around for interest rates and found the lowest to be 7%. I then calculated a payment schedule for a $7,500 loan for 3 years using an Excel worksheet, which I have attached to this memo.

Our lease is costing the company $3600 a year. By purchasing the office furniture at this time will give the company a savings of $2,500 over the next three years.
