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September 27, 2018
Jill Sedar, Vice President, Sales
Easy Working Furniture Services
4714 Spadina Avenue
Toronto, ON M2B 7Z9
Dear Ms. Sedar
Our company requires an order of 500 desks and we immediately considered Easy Working Furniture Services as soon as the need arose. Your company’s attention to detail and impeccable customer service were recommended to us by clients of ours. Please answer the following questions regarding this potential order.
1. What material do you use for the desks? 
2. Do you provide discounts based on large quantities purchased?
3. Do you offer price matching with other suppliers?
4. From my understanding, you used to provide a desk and chair deal. Does this promotion still exist?
5. Should we need to cancel this order, can we do so? What is the length of notice that you require?
Due to the start date of a large project, our company requires the desks by November 15. Our two most significant concerns are whether you can (a) fulfill this large order, and        (b) complete the order within the specified time frame. We would greatly appreciate if you could answer these questions and provide any other information on your desk services, by October 10.
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Denice Rumanezova
Manager, Operations
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