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Dear name
Re: Our order No. number for product
According to information received by the shipping company name of the ship arrived at the port of place yesterday and the container is ready for collection at the docks.
However, our bank, name of bank 1, has just informed us that they are unable to release the documents they have duly received from your bank, name of bank 2, as page two of the packing list is missing.
By way of an exception bank 1 is prepared to accept a fax of the missing page provided it is accompanied by a covering letter from bank 2 and the original is immediately sent by air mail.
The refusal of bank 1 to release the documents is posing a serious problem for us as we are in urgent need of the ball bearings. Please contact bank 2 immediately and make sure that they fax page 2 of the packing list with a covering letter to our bank and send the original by air mail.
We thank you for your cooperation and hope that there will be no further delay.
Yours sincerely
name
company
department
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