To:  Lana Mursten [Manager, Publishing]

From: Sara Jones sarajones@hotmail.com
Subject:  order for more brochures
Hello Lana,
The Customer Service Desk has run out of catalogues. We have a waiting list of customers who would like to have a copy.

Can you please send us 200 copies as soon as possible?  

Also, could you let us know when these catalogues may arrive? This way, we can give our customers an estimate of when they can pick up their catalogue.

If we don’t receive these catalogues soon, some eager customers may knock your door down for them ;o)
Feel free to call me if you have any questions.

Thank you very much for your help. 
Sara

(624) 789-5498

Is the wording of this request appropriate? Does it include all necessary information? Is there anything that you would change?
