[ Dae]

[ Name],

[Comparny and Address]

Diear ———— [Name],

Aler limited use of your ——— [Producs ], which we purchased on —— [Date] {a.copy of the sales receipt is
enclead | I'm af raid that it has unexpeciedly failed. [Explain natume of malhmaions, example athough the compressor
does begn i operaie upm daing, € ceases operation within five minutes and emits mass amouns o f smoke. |

I regret that we are unable io bear the delays invobved in repairing or replacing the product{s}. Since [ know of your
good repul @ion for customer satjsfaction, however, | am confident you will process ourrefum af your earliesi
convenience. [siate how producs will be retumed, example. [ will immed ady ship the compressor and documentation
1o you via express mail ] [state how you would ke oredit 1o be handled, example Pleasse forward a refund cheque o=
A your earlies convenienor. |

As Tam certain that this malfunction & not chamcenstic of the ligh quality of vour poducs, [ ook forwand o the
possibility of doing business with ym in the hrure.

Thanking you,

|Name & Signature |



