Customizable Assessment

Creating and Editing Business Letters


Today's date

Mr. Jack Benton

2300 West Addison Street

Richmond, CA 94803

Dear Mr. Benton:

The Internal Revenue Service recently audited our firm. I have been instructed to obtain copies of reseller permits from all of our resale customers. Please mail me a copy of your permit or fax a copy to 510-222-6545.

I will keep your permit on file for future reference. You will need to send me an updated permit if your address changes. Thank you in advance for your assistance in this matter. I look forward to receiving your permit.

Sincerely,

Tom Allen

Customer Service Representative
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