Attach your bank details
Edit fields in [RED]

[BUSINESS NAME]

[ADRESS 1]

[ADRESS 2]

[POST CODE] [TOWN]

[COUNTRY]

To the attention of [Accounts Payable Department] 
DHL letter n°[NUMBER]
OBJECT: PARTIAL PREPAYMENT REQUEST
	


[LOCATION] [DATE]

Dear Sir,

Thank you for your order dated [DATE].  The amount of the order is approximately [AMOUNT] euros, which exceeds your present limit of [AMOUNT] euros.
We regret that we cannot extend your credit line to include your entire order at this time.

We suggest that you make of partial prepayment of this order in the amount of [%] of the order value.  This will allow us to ship your order in its entirety and allow you to pay the remaining balance under our standard terms of payment.

Please send your payment in the amount of [AMOUNT] euros by swift transfer to the joined bank account number.

Once we have received your payment, we will immediately process your order for shipment.

Sincerely,

[YOUR NAME]

[YOUR TITLE]

[YOUR PHONE NUMBER]

[YOUR EMAIL]






