[Date]

Mr. Alex Poon

Regional Channel Sales Manager

SYMANTEC SINGAPORE PTE LTD

3 Phillip Street

#19-00 Commerce Point

Singapore 048693

Dear Mr. Poon

PURCHASE OF SYMANTEC SOFTWARE AT ACADEMIC PRICING

Our organisation is writing to request Symantec Singapore to allow us to purchase Symantec products at academic pricing.

[name of your organisation] is registered as a non-profit organisation; we have enclosed a copy of the letter from IRAS certifying our status for your perusal.  Our main purpose is [purpose of your organisation].

Finally, we would be grateful if you could accede to our request.  We hope the above information is adequate.  Nevertheless, if you require more details from us to help expedite our application, please let us know.

Thank you.

Yours faithfully

[Name of author]

