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Our date: 2020-05-05 

Our ref.: [Name/number] 

Our contact: [Name] 

T: [Phone no.] 

INTERNAL 

 

Your date: [YYYY-MM-DD] 

Your ref.: [Name/number] 

To whom it might concern 
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Our date: 2020-05-05 

Our ref.: [Name/number] 
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