Dear Sir/Madam,

I am writing to obtain information about how many tickets your organisation applied for and the total amount spent on tickets for the 2012 Olympics.
To outline my query as clearly as possible, I am requesting:

1. The total number of tickets your organisation applied for
2. The total amount paid for tickets (or amount outstanding if not yet paid)
3. Please break this information down by event

My preferred format to receive this information is electronically, but if that is not possible I will gladly accept letters at the address below.
I would be grateful if you would acknowledge receipt of this request as soon as possible.

Kind regards

Name
Address

Address

Address
XXXXXXXXX@XXXXXXX.com
