Nobel Food Co., Ltd. 諾貝爾奶凍捲
No.188, Gongzheng Rd., Luodong Township, 
Yilan County 265, 
Taiwan (R.O.C.)

Attn: Sales Manager

30 April 2012

Dear Sir/ Madam,
I am writing to inform you that my purchase order （#...........）experienced some errors. 

Three days ago, I phoned in my order and paid the cash via bank transfer for a total of twelve packages of panna cotta rolls, the most famous product of your company.  The package was to be delivered on 2012/04/30 to my best friend’s house as a great birthday surprise for her.  Well, this afternoon I received a call from my friend telling me that she has received the panna cotta rolls package through cash-on-delivery.  Since it was sent in my name, she signed and paid for it.  I was caught in this very confusing and awkward situation, not knowing what went wrong and making great efforts to apologize to my friend at the same time.  It was fortunate that the person involved in this mess was my friend.  If the delivery had been addressed to my client, you can well imagine the consequence.

I’d certainly want to know what happened.  I am enclosing the record of my bank transfer, and I demand a prompt reply explaining the cause of the confusion, as well as an instant reimbursement of the amount my friend paid.  

I look forward to hearing from you.


Best, 
Pauline Tsai
