INTERNAL MEMO


TO:




FROM: 


SUBJECT: twin orders to UNIFLEX and UNIPLEX
While I was on vacation an order was placed to UNIPLEX instead of UNIFLEX. The first one, assuming that it was an oversight from our part that they didn't have received our order yet, have made up the order and are ready to ship it. Of course UNIPLEX has taken our order and is ready to ship it. Since Zenith International cannot afford to place a double order in one month, I'm going to cancel UNIPLEX order (which is not our usual supplier). I'm sure they will understand our mistake, and I can't cancel our UNIFLEX order, since they've always been there for us, and we have always had good relationship.

ZENITH INTERNATIONAL

Phone: 063/2x9x0x                  6747 PETZOUILLE CITY  

Fax: 063/21654

UNIPLEX SRL

Viale dell'Industria 131

To Piero Conti

I-56100 PISA

Subject: Cancel order #123456/EX.

Dear Mr Conti,

I am very sorry to inform you that we have to cancel our order for 45x100 meter reels of 40mm MCL88 cable we placed about 1 week ago. In fact a twin order was placed and your name appeared on our supplier list.

Of course your offer to do more business with us in the future is very interresting and I will keep your name in my files.

Hoping it will not be too much trouble for you, I will be available from Monday to Friday from 9.00am to 4.30pm if you have any questions.

Sincerely yours,

Xavier Gillard

Purchasing Manager

