Sendera€™s Name and Title

Sendera€™s Company/Organization (if applicable)

Date

Recipienta€™s Name and Title

Recipienta€™s Company/Organization (if applicable)

Salutation

Opening Statement

Explanation (Optional)

Acknowledgment of Responsibility

Apology Statement

Remedy/Resolution

Closing Statement

Complimentary Close

Signature



Sendera€™s Printed Name

Sendera€™s Title



