Quality Hotel
15 Queen´s Staith Road 

York

YO1 6GD

North Yorkshire

Tel.: +440 2587 3695

E-mail: qualityhotel@ukhotels.com

Hygiene Supplies

154 Coventry Road

Birmingham

B15 2TT

England

4th December 2012

To Whom it may concern,
I am writing to inform you that the cleaning products we ordered from your company have not been supplied correctly.

On 14th November 2012 we placed an order no. 487 with your company for 20 five-litre bottles of Floorline floor cleaner polish. The package arrived yesterday but it contained only 17 bottles.

We hope that this inconvenient situation happened only by mistake and that the shortfall will be make up immediately. Otherwise we will be forced to look for more reliable supplier. 
I look forward to hearing from you by return.

Your faithfuly,
Amanda Rose

Manager 

Jan Šedivý

Customer Service centre

Vodophone CZ

Haštalská 5
110 00 Praha 1

Tel: +420 877 888 888

Johnathan Nowak

nám. Winstona Churchilla 154/5

130 00 Praha 3 

2th December 2012

Debt-collection letter no. 1
Dear Mr. Nowak,

We would like to let you know that your account with us is past due. The amount of CZK 1,547 for our service rendered on 18th October 2012 was due on 5th November 2012 per invoice no. 58/10/12. Unless the amount is paid by 15th December 2012, you will not avoid late payment penalties.

In case you have already sent payment for above mentioned invoice, please disregard this notice and accept our thanks for your payment. We look forward to doing further business with you in future.

Sincerely,

Jan Šedivý

Customer Service centre

