FULL-BLOCK STYLE

[Your Name / Company Name]
[Title (Optional)]

[Address]

[Tel]

[E-mail (Optional)]



December 21, 2012.
[Recipient’s Name]
[Title (Optional)]

 MACROBUTTON  DoFieldClick [Company Name]
 MACROBUTTON  DoFieldClick [Street Address]
 MACROBUTTON  DoFieldClick [Town, County  Postal Code]
Dear  MACROBUTTON  DoFieldClick [Recipient Name]:

Thank you for your recent order for furniture and its accompanying cheque. Welcome to our ever-growing list of satisfied customers. I have specially requested that your furniture be shipped today.

Our sales representative for West Yorkshire, Mark Harrington, will visit you within the next couple of weeks to thank you in person. He is extremely knowledgeable about our line of furniture and fixtures and he will be anxious to know if can be of any help to you.

In a separate mailing, I will be sending you our new brochure for our new line of patio furniture. Thank you for your prompt attention to this matter.
Yours sincerely,

[Signature]
[Your Name, Title]
