
Letter of Assurance 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address your concerns regarding the 

replacement of missing issues of [Magazine Name]. We understand the importance of receiving 

each issue in a timely manner and appreciate your patience during this process. 

We assure you that we are committed to resolving any discrepancies and will send replacements 

for the missing issues you reported. The following issues will be dispatched to you: 

• [Magazine Issue 1] 

• [Magazine Issue 2] 

• [Magazine Issue 3] 

These replacements will be shipped within [insert timeframe] and you should expect to receive 

them shortly thereafter. If there are any further issues or concerns, please do not hesitate to reach 

out to our customer service team at [customer service email] or [customer service phone 

number]. 

Thank you for your understanding and continued support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 


