	YOUR COMPANY NAME
123 Business Avenue, Suite 200, City, State 00000
Tel (000) 000-0000  •  Fax (000) 000-0001
	FAX



	To:
	Robert Hayes
	From:
	Jennifer Walsh

	Company:
	Hayes Construction Co.
	Company:
	Your Company Name

	Fax:
	(000) 000-0000
	Fax:
	(000) 000-0001

	Phone:
	(000) 000-0000
	Phone:
	(000) 000-0000

	Re:
	Signed supply agreement
	Date:
	November 3, 2026

	Pages:
	4 (including cover)
	CC:
	Accounts Department



☐ Urgent     ☐ For Review     ☐ Please Comment     ☐ Please Reply     ☐ For Your Records     

	Comments / Message
Hello Robert,
Please find attached the signed supply agreement and the updated delivery schedule for December. Kindly sign page 3 and fax it back to us by Friday, November 6.
Thank you,
Jennifer Walsh, Operations Manager



If you did not receive all pages or the transmission is unclear, please call (000) 000-0000 as soon as possible.





