® BUSINESS LETTER TEMPLATE PACK

[Your company name] - [Street address] - [City, State ZIP] - [Phone] - [Email]
[Date]

[Recipient name]
[Title]
[Company]
[Street address]
[City, State ZIP]

Re: Order 4521 — damaged items
Dear Customer Service Manager:
I am writing about order 4521, delivered on 12 September, in which six of the twenty chairs arrived with broken legs.

I have enclosed photographs of the damage and a copy of the delivery note signed by your driver, which records the
damage.

Please arrange either replacement chairs or a refund of $540 for the damaged items within 14 days. I can be
reached directly on [phone].

Sincerely,

[Your name]
[Your title]
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