Copy text
 and images from this file to 
a new mail merge file for the customer returns letter.



Please note:  This file is formatted so that pressing the Enter key automatically starts a new paragraph with a blank line spacer between it and the prior paragraph.  You do not have to hit Enter twice to start a new paragraph.

If you do not like this arrangement, try pressing ctrl + 0 (that’s Zero, not the letter “o”).  You may notice that you shift back to no spacing between paragraphs.  Ctrl + 0 acts like a toggle switch - pressing it once opens space between paragraphs, and pressing it a second time closes the space back up again (etc., etc.)


You may also notice that inter-paragraph spacing has been set to 
zero lin
es in the customer address below.
  Ctrl + 0 did this as the line that said 
“Customer
’s street
” was being typed.


The Returns letter

~ Only Essentials, Inc. ~�22 Cliff Road

Wellesley, MA 02178��


[Date:  Have to include the date here.  Word provides speedkeys for this:  alt+ i + t]

[Customer’s envelope name



Customer’s street



Customer’s city, state, zip - use database fields for these lines]



Dear [name - use the “Dear” field for this]:

Thank you very much for your recent order of the [product].  We look forward to replacing it with another that better meets your needs [or some other suitable thank you/we’re sorry phrase].

We have credited your [credit] card in the amount of [total], which represents the product’s price of [price] and shipping charges of [shipping].

Thank you for ordering from Only Essentials, Inc.  Please let us know how else we can help you by calling 1-800-ALL-NEED.

Sincerely,





[your name, etc.]





