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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
June 18, 2003
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

First and foremost, we’ve credited you for the amount of $995.02 covered by invoice 335922-7. Secondly, thanks for letting us know about the error so quickly.

You’re right, of course, that we agreed two months ago to put you on quarterly billing. Your next invoice isn’t due for 60 days.

I’m sorry for the confusion this caused. Our accounting department has been reminded of the arrangement, and I can assure you that this won’t happen again.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
