«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Customer_Contact»
«Customer_Name»
«Customer_Full_Address»
Dear «Customer_Contact»:

We recently attempted to deliver your order. Unfortunately, we were unable to do so as no one was available to sign for the package. Please contact me at the telephone number below to set up a convenient time for redelivery. 

Once again, thank you for your order and we look forward to serving your needs again.

Sincerely,

«Customer_Sales_Rep_Name»
«Company_Name» 

«Company_Telephone_Number»
«Company_Full_Address»
