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Private and confidential
Subject: Your letter dated date
Dear name
In reply to your enquiry about the company in question we are pleased to give you the following information:
We have been doing business with them for the last twelve years. During this period they placed regular orders with us, about four or five times a year, with the values of these orders generally amounting to the credit line mentioned in your letter. Payment has always been made punctually.
The company’s financial position seems to be sound and it is apparently being run successfully by its executive officers who obviously apply modern management strategies and aggressive marketing methods and enjoy an excellent reputation.
It seems that research and development are given sufficient priority as the company launches new or improved products at regular intervals. It should also be mentioned that the firm makes generous contributions to charitable projects.
We expressly point out that this information is given without any obligation on our part and would ask you to treat it with the utmost discretion.
Sincerely,
company
name
department
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