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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

We are looking for a supplier of quality dyestuffs for our dye house operations. After seeing your ad in Fabrikam Inc., we sent for your catalog and were impressed with the breadth of your line.

We would like to purchase an initial inventory of one unit each of #1055, 1058, and 1070. At $800 each, this would be an initial order of $2,400. We would like to purchase these materials on net 90-day terms.

Northwind Traders was established seven years ago and since that time we have grown very rapidly. Our practice is to favor a limited number of suppliers with the majority of our orders. In turn, we look for volume discounts, favorable terms, and the kind of first-rate service others have told me you supply.

Other vendors and credit references include:

· Adventure Works, 100 Main Ave., El Paso, TX 98074, ATT: Chris Cannon

· Contoso, Ltd., 584 Oak Street, Middletown, NJ 98052, ATT: Jo Brown

· Wide World Importers, 670 Walnut, Vernon, NH 98053, ATT: Don Hall

If you need additional financial information, I will be glad to supply it. Alternatively, you can contact our bank directly: Woodgrove Bank, phone (123) 555-0199, account #111-1111. 

I look forward to hearing from you about this order.

Thank you,
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