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The following page contains a sample letter that you can send to your contacts to request their details.

To use the sample letter:

1. Wherever you see Xs, replace them with your own contact details (or the date, as appropriate).

2. Remove this page of instructions.

3. Replace the field names in angle brackets with the details of the people to whom you want to send the letter. (Tip: If you have Attaché ODBC, you can use Word’s mail merge feature to extract the required information from your Attaché data files.)

«Contact»
«Name»
«Street»
«Suburb»
«Postcode»
XX XXXXXX 200X

Document delivery for the 21st century 

We have just upgraded to an electronic document delivery system, called Attaché Alex, which means we can send purchase orders and remittance advices to you via email (or fax), removing the delays of surface mail. With the email option, as well as being able to print the documents, you can also conveniently forward and store them electronically. 

The Attaché Alex service works with industry-standard software such as Microsoft Outlook and Internet Explorer, and uses the latest security and virus protection software to ensure that documents are totally secure on the Internet. 

As a supplier of ours, this means you can:

· receive our purchase orders faster, helping you to manage your inventories and deliveries better

· be sure that no order is lost in the mail

· receive electronic remittance advices, giving you advance knowledge that we have sent you a payment and thus helping to reduce your administration effort

If you are not familiar with electronic document delivery, you might be interested to learn that it is one of the fastest growing areas of business use of the Internet. For more information on 21st century electronic document delivery, please visit the Attaché Alex website at www.attacheonline.com/alex.

Please complete the enclosed questionnaire and return it to us at your earliest opportunity. If you have any problem completing the form or would like to discuss our change to the Attaché Alex service, please contact XXXXX XXXXXXXX on (0X) XXXX XXXX. 

Thank you for your input, and I look forward to sharing the benefits of this exciting new service with you. 

Yours faithfully

XXXX XXXXXX

XXXXXXXXXXXX


