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P O Box 4373
Loganholme QLD 4129
Ph: 07 3806 0023 
Fax: 07 3829 5986
                        


Dear {CUSTOMER}

RE: Your complaint on {DATE}

I would like to apologise for my attitude towards you in store on {DATE}.  I understand my attitude was not positive and I am going to be taking up a course in Customer Service to ensure I can provide you and the company’s future customers with the service they deserve.  On behalf of the company, we would like to offer you a 10% discount on your next purchase.  Please ask for myself or my supervisor {NAME} when you are next in-store.

Do not hesitate to contact me or {SUPERVISOR} if you have any further queries or issues.

Again, I am sorry for the experience in store and look forward to seeing you in the near future.

Regards

{NAME}
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