CONTRACTOR'S LETTER OF APOLOGY (reformatted to fit onto one page)

MR. TONY ALLEN.
Leeds City Council,
Neighbourhoods and Housing,
4th Floor, South Point,
South Accomodation Road,
Leeds, LS10 1PP.
6th November 2006.
Dear Tony,
     REFERENCE: -MEETING THURSDAY NOVEMBER 2ND 2006.
Firstly may I offer the sincere apologies of both Norfolk Frames Directors. Anne and I share, and understand, the disappointment that you must be feeling on behalf of Leeds City Council. We also know that just apologising will not replace the faith and trust that we have lost.
We have held a thorough internal enquiry into the matters arising from our meeting and have already taken some actions with more to follow.
	Some installers have been dismissed and others are to undertake varying levels of retraining,
	Three tiers of management have been disciplined and extensive retraining and training is being given.
	New working practices have been introduced.

To include: -A centralized and standardized complaints department. This to ensure that all complaints are handled uniformly and professionally. With the emphasis on a sympathetic, impartial and robust response.
Obviously Norfolk Frames will undertake the responsibility of all remedial works that we, and more importantly Leeds City Council, deem necessary. 
We have learnt a very valuable lesson from these distressing incidents and need to ensure that any level of complacency is never again allowed to jeopardise what had previously been an excellent working partnership.
Norfolk Frames and all its staff value working with Leeds City Council, supplying and installing windows and doors, very highly. We believe, that if our company can be given the opportunity to regain our good name and restore the faith and trust that had been given, we will eventually be able to earn back your respect for us as a contractor
I will end, saying again how sorry we are and to state that if there is any action that we can take to put things back on track we will willingly undertake it. Our Company has the capability to do an excellent job. We have good personnel and an excellent product. 
We would be grateful if you could let us know of any immediate action that we can take.
Looking forward to hearing from you soon. 
Yours sincerely,

Paul Preston
Managing Director
Norfolk Frames Ltd.

