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Dear name

Your enquiry of date

Thank you very much for your above-mentioned enquiry about our new product. We are pleased to 
quote as follows:

product	£ price per copy, including VAT, postage and packing
product	£ price per copy, including VAT, postage and packing

We would request payment by credit card or by cheque payable to company name. 
If payment is made by credit card, the goods will be delivered immediately; in the case of payment 
by cheque, delivery will be effected within one week. 

product can also be obtained from our authorised dealers, who will be happy to supply you with 
these product. A list of our authorised dealers in the UK is enclosed.

We thank you for your interest in our products and look forward to receiving your order.
Yours sincerely
company
name
department

Enc. List of authorised dealers
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