Royal Trust 

457A Wood Street

Kingston upon Thames KT1 1AB, 

UNITED KINGDOM

Tel: 03456 009 009

Fax: 020 8541 9575

Email: info@royaltrust.co.uk
Romana Strachotová 

Charita Praha

Letenská 3

110 00 PRAHA 1

Czech Republic

12 February 2010

Dear Ms Strachotová,

We would like to draw your attention to the fact that although the goods requested were delivered, our invoice for the amount of £200 is ten days overdue.
We are sure that this is just an oversight on your part and therefore hereby request that our invoice will be settled by the end of the month. We are enclosing the copies of the invoice and the delivery note.

We are looking forward to hearing from you soon.

Yours sincerely

Jane Grosby

p. p. Ken Robinson

Director

Enc.
Copy of Invoice


Copy of Delivery note

Iceland Estate Development 

16 Laugavegur

Reykjavík 101

ICELAND

Tel: (+354) 511-6060

Email: info@icest.is
Josef Brabec

OK REALITY

Pionýrská 13

602 00 Brno
Czech republic
12 February 2010

Dear Mr Brabec,

I am writing to enquire about available office facilities. Our company is very interested in renting or buying suitable office facilities situated in the centre of Brno. I enclose a list of detailed requirements.
I wonder if you could inform me about estimated average prices of the offices in the location mentioned. I would also appreciate to receive from you any recommendation concerning companies that would be able to equip our new offices. 

I am looking forward to hearing from you as soon as possible. 

Yours sincerely

Susan Senders

p. p. Peter Fowles

Managing director

Jana Nováková

Student Go 

Pražská 86/75

500 04 HRADEC KRÁLOVÉ

CZECH REPUBLIC

Tel: 420 495 513 813

Fax: 420 495 513 835

Email: info@go.cz

Agnes Merriday

Beta Agency

70 Shortland Street
Auckland 1010
NEW ZEALAND

12 February 2010

Dear Ms Merriday, 

I am writing you on recommendation from Mr George Dalton, whose company has had very positive experience with your mutual cooperation.

As our company arranges working and educational programmes for secondary school and university students in the Czech Republic, I would be grateful if you could send us some further information about six-month placements at your working programmes with the possibility of additional evening studies of English.  
I was also wondering if you could tell me what the accommodation possibilities are. Our clients would be also interested in final costs including not only the basic costs but also the estimated additional expenses. 
I look forward to hearing form you.
Yours sincerely

Jana Nováková

Jana Nováková

Course coordinator

