Purchase Orders

<Vendor.Vendor_Name/>
<Vendor.Vendor_Contact/>


 
Dear <Vendor.Vendor_Contact/>
[bookmark: _GoBack]
 
Attached is a new or updated Purchase Order. 

Please process this and confirm the shipment date at your earliest convenience.

Please let me know if you have any questions.

Sincerely,




RGA

<SalesDocument.Customer_Name/>
<SalesDocument.Address_Line_1/>
<SalesDocument.City/>, <SalesDocument.State/> <SalesDocument.Zip/>

 
Dear <SalesDocument.Contact_Person/>,

Attached is the authorization form for your recent Return request.

Please make sure that all returns are properly packaged and labeled.

Please let me know if you have any questions.

We look forward to serving you.

Sincerely,


Past Due

<SalesDocument.Customer_Name/>
<SalesDocument.Address_Line_1/>
<SalesDocument.City/>, <SalesDocument.State/> <SalesDocument.Zip/>

 
Dear <SalesDocument.Contact_Person/>,

 
Just a friendly reminder the attached invoice remains unpaid.
Standard payment terms for our products and services is Net 30 days from the invoice date.

<SalesDocument.Invoice_Num/>

Please let me know if you have any questions.

Sincerely,



Confirmation

<SalesDocument.Customer_Name/>
<SalesDocument.Address_Line_1/>
<SalesDocument.City/>, <SalesDocument.State/> <SalesDocument.Zip/>

 
Dear <SalesDocument.Contact_Person/>,

Thank you for your recent order. 

Attached is a confirmation of your order for your records.
It is truly our pleasure to provide you with the highest quality products and services.

Please let me know if you have any questions.

Sincerely,



Quote

<SalesDocument.Customer_Name/>
<SalesDocument.Address_Line_1/>
<SalesDocument.City/>, <SalesDocument.State/> <SalesDocument.Zip/>

 
Dear <SalesDocument.Contact_Person/>,

Thanks for the opportunity to quote on your upcoming custom software project.
Attached is our quote for customization services.

Please review Quote # <SalesDocument.Quote_Num/>, created by <SalesDocument.Created_By/> and let me know if you have any questions.

Please keep in mind that all quotes for customization include estimated time for installation, testing, and troubleshooting.
Our current delivery timeframe for custom projects is 4-6 weeks.

Please let me know if you have any questions.

We look forward to serving you.

Sincerely,



