Avalon Language School

9 Great Newport St.
London 

WC2H 7JA

UNITED KINGDOM

Tel.: +44 020 72409321

Educational Furniture & Equipment Co.

2501-B Front St.
Meridian

MS 39301

UNITED STATES OF AMERICA
3rd December 2010 

Dear Sir or Madam,

We have recently ordered 30 pieces of student desks (product ID 370B) and 30 pieces of stools (product ID 54Virgo) from your catalogue on November 21 (Order no. 569/26 from November 26). Unfortunately, when the delivery arrived we recognized that 12 student desks and 3 stools were damaged. The boards of desks were scratched and stools were spotted from colour.
To resolve the problem, we would like you to exchange the damaged desks and stools. We also enclose copy of order and delivery note.

Thank you for taking time to read this letter. We look forward to your reply and a resolution to our problem and will wait until the end of December 2010 before seeking help from a consumer protection agency. Please contact us at the above address or by phone.

Sincerely,

Jacob Hackeron
director

Encl.:
Order no. 569/26


Delivery note no. 11/28/10

T-Mobile Czech Republic, a. s.

Antonín Provázek

Customer Service centre 

Tomíčkova 2144/1

149 00 Praha 4

Tel.: +420 603 603 603

Cynthia Rogers

Bořivojova 883/116

130 00 Praha 3

December 10, 2010

Debt-collection letter 
Dear Cynthia Rogers,

This is a quick reminder to let you know that your account with us is past due. The amount of CZK 2,658 for services rendered on November 4, 2010 was due on December 1, 2010 per invoice no. 6587. Please pay this amount by December 30, 2010 to avoid late payment penalties.

If you have already sent payment for this invoice, please disregard this letter and accept our thanks for your payment. We appreciate doing business with you and look forward to doing so in the future.

Sincerely,

Antonín Provázek

Customer Service centre 

