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√ Professional presentat ion

√ Subject  shows purpose.

1

√ Opening states purpose.

2

3

√ Regains reader's conf idence.

√ Forward looking close

Good details. Although you don't add a specific goodwill statement,
your clear, detailed message should definitely regain Mr. Cash's
confidence, and prompt him to continue shopping at Harvest Grocery.
10/10
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√ Professional presentation
Format (presentation) f ollows the guidelines and makes good use of  white space.

√ Subject shows purpose.
Additional Comment

But use and, not &.

Comment 1

colon, not semi-colon

√ Opening states purpose.

Comment 2

This shows empathy (which also builds goodwill). 

Comment 3

don't seem to be as strong

√ Regains reader's conf idence.
You've explained why this happened and what changes the store will make to ensure it doesn't
happen again.

√ Forward looking close
Closing reminds reader of  details of  the adjustment.

Text Comment.  Good details. Although you don't add a specif ic goodwill statement, your
clear, detailed message should def initely regain Mr. Cash's conf idence, and prompt him to
continue shopping at Harvest Grocery. 10/10
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