


MANAGER’S NAME AND ADDRESS

PRIVATE AND CONFIDENTIAL

Elaine Gray

Senior Purchasing Officer

Procurement 
Glasgow Royal Infirmary

Walton Annexe

Glasgow


  Date

  Date Dictated


  Your Ref

  Our Ref              

Dear Elaine
Re:  Client Name, Designation and Base
I am writing to confirm that the equipment on the attached indent has been recommended following an Access to Work specialist assessment which was carried out on DATE. 
Yours Sincerely 







