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Letter
1 Company name, Logo, 
address, telephone 
number, fax and email: 
designed in the header/footer 
section.

2 Name of recipient
“Mr N Prendigast”

6 Dear recipient
“Mr  Prendigast” (No initial)

“Nigel” or “Sir”

3 Recipient full 
address including any 
Company name and position.

5 Reference
Initials of Creator, originator 
and fi le number

4 Date

7 Subject Header
8 Subject matter 
Introduce , explain and ask for 
what you want.

8 Subject matter 
Introduce , explain and ask for 
what you want.

9 Sign off
Dear name then Yours sincerely
Dear Sir then Yours faithfully.

The Mountain Bike Centre 17 Drum Road Redruth
Cornwall
TR15 1PR 

01676 534890 

sample letter.doc 

Mr N Prendigast 15 The Bliasess Trunpton on Tees Cleveland
TS21 7OP 

17th November 2008 
Ref: JM/CD/236/1108 
Dear Nigel 

Hiring of Mountain Bikes Thank you for your letter of the 12th, which we received yesterday. You are correct in 

asking assuming we do mountain bike hire and would be delighted to offer your scout 

group a competitive discount. 
Our normal daily rate is £15 including reflective vest and safety helmet. For groups 

we offer a sliding scale of discounts. 
Number of bikes Discount for one 

day Discount for two 
days

Discount for 3 days
8 to 12 

10%
15%

20%

13 to 20 
20%

25%
30%

21 or more 25%
28%

32%
We are delighted to make available our new service of delivering the bikes to a point 

of your choosing and collecting them from a different point. We make no charge 

providing this is within 18 miles of our shop. Beyond that distance we make a charge 

of £12 for each 5 miles or part of. 
I can confirm that we have enough bikes available for the second week of July but 

require the inside leg measurements for each person within the next two weeks, so 

that we can reserve the correct bikes. 
Yours sincerely 

J Millman 
Manager

10 Sender name and 
Position
If Mrs, Miss or Ms, in brackets 
after the name
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