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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
June 9, 2003
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

You’re entirely right. In our January 16 statement that you requested, we neglected to deduct the extra discount of 10 percent to which you are entitled.

As sometimes happens, the folks who prepare the statements don’t always get the message. And this time for good reason: I simply didn’t get the word to them about the additional discount; so I’m the guilty party.

Please deduct $462 from the statement you received. The net amount due is $4,158 instead of $4,620.

I want you to know that I’m very sorry about this oversight and that I’m grateful to you for pointing out the error to me. I appreciate your business!

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
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