Reference and introduction

Write a letter acknowledging first order and ask for reference

Simpson & Sons




November 1’ 2007 

124, Anna Salai 

Chennai

Dear Sirs,

Thanks for your order of October 1’ 2007 (Order No ….…  dated ..). 

The order being valued for us, is receiving our best attention.

However, since this is your first order we shall appreciate if you favour us with at least two references.

Your faithfully

Simpson & Sons

Partner

