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Dear Mrs Robertson


Please find attached statement of account for your reference. I’d like to draw your attention to invoice reference SO7991 which was originally billed to you for £12,611.77.

During a recent audit of my customer accounts, it was noted that a payment made on 11th July 2018 had inadvertently been allocated to an inactive account under your name. The payment of £3,630.00 has now been allocated against SO7991 being the manufacture of your curtains for the living room and the orangery. 

Please do accept my apologies for the initial error and I look forward to receiving settlement of the remainder at your earliest convenience.


Kind regards
 




Jacqueline Jepson
Associate Director of Administration & Accounting
CP Interiors


