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Sample letter:

5 Milton Street
Polegate
Sussex LW3 5DR

Sales manager 19th October 1981
Brighter Office Supplies Ltd

13 Mill Street

Harlow

Essex CM20 2JE

Ref: Oruer 58534

Dear Sir,

1 am afraid that order 98534 arrived damaged. A
chair seat vas torn, a desk handle vas broken and a
typevriter vas dented. 1 would be grateful if you
could send immediate replacements.

1 look forward to hearing from you.

Yours faithfully,

Sam kg o

Sam Worthington

Manager
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