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Fax Message

	To: 

name
company
	From: 

name

	Fax No.: 

fax number
	Fax No.: 

fax number

	Tel. No.: 

telephone number
	Tel. No.: 

telephone number

	Subject: Your fax of date

	Page/s: number of pages
	Date: date


Dear name
Thank you for your fax drawing my attention to the discrepancy between the amount of your pro-forma invoice and the amount I have remitted.

I am extremely sorry that this mistake has occurred. Unfortunately, I forgot to instruct my bank to debit all the charges to my account. I have now instructed them to remit the difference by bank transfer. They assure me that the amount will be credited to your account within 36 hours.
I apologise once again for this oversight and look forward to receiving the product.
With very best regards
name
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