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301 Pleasant Drive * Dallas, TX  75217 * Voice:  800-398-1199 * Fax:  214-398-1293

www.stonelegends.com   sales@stonelegends.com


To:
{ToFirstName} {ToLastName}


Company:
{ToCompanyName}


Voice Number:
({ToVoiceAreaCode}) {ToVoicePhone}


Fax Number:
({ToFaxAreaCode}) {ToFaxPhone}


From:
{FromFirstName} {FromLastName}


Pages:



Date:
December 6, 2010

Subject:


Dear {ToFirstName}:
We will be starting on your shop drawings in the next few days and expect to have the initial submittals to you by ____________.  At this time, based on current production backlogs, we expect to have your first delivery to you by ___________.  This is based on getting prompt return of the submittals.

We have reviewed your file and find that we need some information to expedite the drawings.  If this information is not to come directly from you, please use the space to give us the name and phone number of the person we need to contact.

Item
Contact:
Phone #


Authorized Agent
_____________________________________

Architect

_____________________________________

Builder

_____________________________________

Mason

_____________________________________

Revised/final plans
_____________________________________

Window schedule
_____________________________________

Door schedule
_____________________________________

Entry details
_____________________________________

Floor plans for banding
_____________________________________
Preferred order of stone
_____________________________________

Your builder or mason may have a specific order that they prefer to receive and install the stone.  If we have this information early on, we can schedule the submittals and production to accommodate this preference.

Since we will be pre-slotting any new tooling needed and setting aside production time to make your stone, we need you or your designated agent to review and approve the shop drawings as quickly as possible.

Please let us hear from you soon so we can get your drawings done as promptly and efficiently as possible.

Again, Thank you for choosing Stone Legends for your project.

{FromFirstName} {FromLastName}

{FromCompanyName}

