Business Letter Template

Fish Tank International Ltd

P O Box 98635

Lincoln

Christchurch 8034

18th October 2018

Mrs Josephine Blogs

General Manager

Fake Company Limited

P O Box 2324

Mt Eden

Auckland 2063

Dear Josephine,

Thank you for the order you placed on Friday 28th September 2018 for the C32 Fish Tanks.

Your first order will be on a proforma invoice, please ensure you pay this immediately. I am pleased to let you know that your credit application was successful, and your account is now open for future orders.

Your order will be delivered once your payment has been processed.

Yours sincerely,

Frank Smith

Chief Financial Officer

cc: n/a
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