
	Miss Simmons

	14a Salvin Road

	Putney

	SW15 1DR

	


22nd July 2004

Dear Miss Simmons,

Further to our telephone conversation earlier today, I hereby confirm that I will contact you week commencing 26th July 2004 to arrange a mutually convenient time to install the outstanding replacement carpets. Hopefully by then you will have confirmed when your contractor can fix the door that is currently preventing the carpet installation.

As discussed I am the new Branch Manager and as such I would very much like to bring this matter to a satisfactory conclusion at the earliest opportunity.

On behalf of Mr Carpet Limited, please accept our apologies for the inconvenience that you have experienced to date. I hope that we will be able to conclude this matter to your full satisfaction and restore your faith in our company.

We thank you for your co-operation in this matter.

Yours sincerely

Nigel Symonds

Branch Manager

c.c. 

Mr Carpet Head Office - Accounts Dept. 


