Dear Sir or Madam,
Referring to your letter about the telephone switchboard installation dated 3.3, there are a few issues to discuss.

First, would it be possible to install the switchboard on another date because on this day we have an event at our office and everyone will be occupied?  Furthermore we would like to know how many days will it take to complete the installation.  

Regarding the extension numbers, they are too complicated, could you make them simpler. 
Could you also provide us with the name of your technical representative?  

Finally, we received a copy of your invoice, however we intend to pay after the job is finished as we would first like to make sure that everything has been installed correctly.  

I look forward to hearing from you.
Yours faithfully,

