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[bookmark: _Hlk64908064]Dear business partner:
[bookmark: _Hlk64906831]      We respectfully request the following parts detailed within the attached order form. 
We are asking for these parts because the customers who have come to recognize the value of your brand, and ours as a retailer of your unique products, received their items with components that were imperfect, broken, or missing.
To promptly address our customers’ needs in these situations, we often take the urgently needed replacement parts from saleable items within our inventory and ship them to our customers, ASAP. For this reason, we are asking for these parts in an effort to make these newly incomplete products saleable again.  
Our hope with this is to sell even more of your products to our loyal customers, who have come to expect the finest quality and service from your company as well as Shades of Light.
We humbly request your assistance with the following:
Please reference the PO in the body of the email on all shipping labels when sending out these orders.  Also please address it to: Attention DC Parts.
Please ship all items using our FedEx ground account 251150427  
Please respond with acknowledgement of the received PO to dcparts@shadesoflight.com so we may keep track of our orders.
Please reach out to me directly with any questions or concerns you may find with this parts order.
Thank you for all of your help!
[bookmark: _MailAutoSig]
Respectfully,
Returns Manager
DC Parts and Repair Manager
P: 804-342-6014 ext. 435
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