(  Page 2

May 27, 2006

ABC TRADING COMPANY
232 Second  Street Timbuktu
Tel: (212) 345 6798

Fax: (212) 345 6790

e-mail: someplace@somebody.com
www.someplacesomebody.com

May 27, 2006
Attention Miss White

XYZ Show Company
999 Fourth Avenue

Timbuktu
Dear Sir
DELIVERY OF 2000 PAIRS OF WINTER SHOES

Thank you for your order of 2000 pairs of winter shoes in various sizes and colours.  The order will be delivered to your address on 14 April 2…
Kindly note that goods are payable on delivery.

Mr Smith from our office will visit your office on 16 April to ensure that everything is in order.

Sincerely,
YOUR NAME
SALES MANAGER
