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From:
Gerald M. Whaley
Branch manager of Office supplies Inc
176 Giraffe Hill Drive, 
Atlanta, GA 432111
To:
Mr. Tom Pemberton
2 post farm road
Atlanta, GA 349383
Date: January 23, 2014
Dear Mr. Tom,
It is a great concern of mine that I have received such a letter from you including the complaint you wanted to file against the shipment staff of our southwest branch.
First of all, I personally want to apologize to you on behalf of everyone here in the company and especially the shipment staff. I conducted investigation of this problem as soon I received the complaint from you and with enough inquiry; I found out that you are right about the complaint that one of your most important shipment was delayed even when you said specifically not to delay it in any way. 
This is one side of the story that you are seeing where if you want to understand the problem; you have to look at the other side too. Yes the shipment was delayed but it wasn’t any fault of our delivery staff or management of our company. We sent your shipment on time but on the way over, near the express highway, our truck met an accident and driver got severe injured. 
At that time, our first concern was to save the life of that man and make sure he is going to be okay and I personally visited him in the hospital. As soon we heard some good news from the doctors, we focused on your shipment and within 6 hours, there was another truck standing outside your office building in order to deliver the shipment. 
Now you can understand our situation but anyway, we are really sorry that this happened and we ensure you that it won’t happen again in future. 
REGARDS
Sincerely,
Gerald M. Whaley
