King License Department

Mr. Brent Petersen

ABC Street, Ottawa, Ontario

Ph.# (216) 568 1241
January 10, 2012

Company Name
5777 Madison Ave # 630

California CA 95841
[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

Thank you for taking time to contact [company name] to explain the issues you have encountered recently. We regret any inconvenience you have experienced, and we assure you that we are anxious to retain you as a satisfied customer.
Our Customer Satisfaction Team is reviewing the information you sent us and conducting a full investigation in order to resolve this matter fairly.

If you need further assistance, you may contact us at [phone, e-mail address, and physical address].

At the conclusion of our investigation, we will contact you about our findings. Thank you for giving us the opportunity to assist you.

Yours Sincerely,

Deputy Manager

King Licensing Department
