[Sender Name]
[Sender Title]

	ADDRESS: [Complete Address]
	EMAIL: [Email Address]

	
	PHONE: [Home Phone]
                 [Mobile Phone]


_______________________________________________________________
		TO

[bookmark: Text9][Receiver Name]
[bookmark: Text10][Receiver Title]

[bookmark: _Hlk127540276][bookmark: Text8]ADDRESS: [Receiver Address]

EMAIL: [Email Address]

PHONE: [Home Phone]



FROM

[Sender Name] 
[bookmark: Text11][Sender Title]






























Sub: Order Letter

[bookmark: Text12]Dear [name],

[bookmark: Text18][bookmark: Text14]I’d like to order [mention the orders in a table]. The reference numbers are from your [year] catalogue. Please include a catalogue with my order.

[bookmark: Text13][bookmark: Text15]I want this order to ship COD complete. If you cannot send the complete order within [days], please inform me immediately. I can be contacted at [phone number].

Thank you

[bookmark: Text16][Name]
[bookmark: Text17][Designation]
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