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June 18, 2003
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

Please accept our apology for the way in which you were treated by our order department. Under no circumstances should a customer of ours be shown anything but the utmost respect.

By way of explanation (not excuse), we’ve had a change of personnel in our order department, including the supervisor. Obviously, we haven’t done our job in training our new people to give our customers the courtesy and friendliness they have come to expect.

Thank you for bringing this problem to our attention. We’ve instituted a more rigorous training program to ensure that this behavior will never happen again. Your continued business means a great deal to us.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
