Acme Moving & Storage

112 Relocation Drive

Anytown, NC 25555

336-555-5555








April 25, 2006
Mr. and Mrs. Mike Alvarez

2120 Buena Vista Drive

Anytown, NC 25555

Dear Mr. and Mrs. Alvarez:


As per our phone conversation yesterday, I have scheduled our crew to arrive at your home at 8 a.m. on November 12, 2006.  Please find enclosed the contract for services and return it to me by November 5.


You may reach me at Ext. 1620 between 7 a.m. and 4 p.m. during the week if you have any questions.  Thank you for calling Acme Moving and Storage.  We will get you where you want to go.







Sincerely yours,







ACME MOVING & STORAGE







Greta Voight, Sales Associate
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Enclosure

