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03/17/05

<Recipient Address Goes Here>



Hello.

I placed an order for [Product name] with your company [Company name]. At the time of purchase, you assured me that I would get my order by [Time].


Now, it has been {Time since your ordered] and I have yet to receive a word from your side regarding the status of my order.

Please contact me at the earliest and tell me the reasons behind the delay, and by what date I should expect this order.

I look forward to hear from you by {Time expected]. I am always available at [Phone number].


Regards,

Robert Anderson


encl: <List of enclosed items goes here>
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