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N. Z. CONFECTION COMPANY
418 Pleasant Lane

Hampshire, New Zealand
November 10, 19....

Director of Customer Relations
Teck Heng Yoo Co., Ltd.
2120 Sukumvit 71

Bangkapi, Bangkok 24
Thailand.

Dear Sir :

This refers to your incomplete shipment of merchandise, FOBBangkok, which we

received on November 4 to comply with our purchase order, L 2364715, dated October 12.
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Your bill of lading, # 5762341, and our letter of credit, dated October 16, specified
in general. ** 16 crates of assorted candies.” The examination of the contents of these untampered
16 crates at our receiving department, after the unloading and our trucking from the ship,
“Sea - Shark’® Barber Blue Lines, revealed a shortage of 500 cartons of your Ole’ candies.

All the other items were in accordance with our order as placed with you.

Pending your investigation of this shortage, will you please air-freight promptly

the missing Ole’ candies to us, as our distributorsare in short supply of this product.

Your quick cooperation will be appreciated and we look forward to learn the

results of your findings.

Very truly yours,
R

(Joseph P. Smith)

Product Control Manager.
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TECK HENG YOO CO. LTD.
2120  Sukumvit 71
Bangapi, Bangkok 24
Thailand

November 27, 19....

Mr. Josept P. Smith
Product Control Manager
N. Z. Confection Company
418 Pleasant Lane
Hamshire. New Zealand.

Dear Mr. J. P. Smith :

We received your letter of November 10 and we sincerely regret the inconvenience

we caused you by the shortage of Ole’ candies.

The missing 500 candy cartons were air « freighted to you via Thai International
Airlines, flight # 603, yesterday morning for special delivery to your receiving department.

We will, of course, stand for all of the additiona costs.

Our investigation of the shipping department revealed that our people could not
account for the error. We have therefore tightened all of our internal controls to prevent a

recurrence of this kind of mistake.
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Kindly continue to place your orders with us on a regular basis as in the past and

please accept our gratitude in advance for your cooperation and understanding in this matter.

Very truly yours,
Qoo 4

(Somchai Chaimongkot)

Director of Customer Relations
fregh9aanaeI o 3 oulinaTun mMmwLeIF wm

SIAM DEPARTMENT STORE
135 Ramkhamhaeng Rd.

Bangapi, Bangkok 24
Thailand

November 15, 19....

International Sales Manager
Japan Textile Manufacturing Co., Ltd.
135 Susuki Rd., Nangoya

Japan.
Dear Sir :

We regret to inform you that 100 bales of textile fabric delivered on October 10

do not correspond with the samples submitted on October 1. The material seems to be tog
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loosely woven and is inclined to pull out of shape. By separate mail we have sent you a
cutting from this material, also one from the last sample submitted, so that you can compare
the two and see the difference in texture.

lugwft 2 fuae@euldii 2 wuds wouwsn dilduusihmsazeily
atals %w:’l"ﬂﬁwaﬁﬁ'mfmgmnﬁfnm'ﬂ'mﬁm

The cloths are quite unsuited to the needs of our customers and we have no choice
but to ask you to take them back and replace them by materials of the quality correspond
to that of the sample submitted.

Please let us know when we can expect a replacement from you. Thanks very much.

We appreciate your cooperation.
Yours sincerly,

Gool CL—]

(Somchai Chaimongkol)

Sales Manager

| a < - a4 4 oY e a % o o % { ‘I o
lusufirssivszdouiudnuuniafld  Aalilddwmdlwnemudingiheedomie
mitdaiels wszdhinndeneiuifediuluudddeldieiulyud1es35 Leter of

[
& B sl

Credit  aziuidureilifnwmiedowaudfinsinddafldudiwousauiusnufone

manuiaziiaduuniaua
We have always trusted in the high quality of the materials you sent us and we

are more disappointed in this case because all the cloths were supplied to new customers.
As we shall have to take them back we must ask you to let us know, without delay; what

you can do to help us in getting over this trouble.

Sincerely yours,

{Somchai Chaimongkol)

Sales Manager
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JAPAN TEXTILE MANUFACTURING CO., LTD.
135 Susuki Rd., Nangova

Japan
November 25, 19......

Mr. Somchai Chaimongkol
Sales Manager

Siam Departmen Store

135 Ramkhamhaeng Rd.,
Bangapi, Bangkok 24
Thailand.

Dear Mr. Chaimongko!l

We very much regret to learn from your letter of November 15 that you are not
satisfied with the textile fabrics supplied to your order No. 125371, and thank you for sending

us the two samples of cloth for examination.

We have passed these on to the factory for comment and their reply is that machine

that selects some yarn is malfunctioning.

We told the director about your difficulty. He expressed very much regret, and
allowed us to arrange the immediate despatch of replacement, franco domicile, duty paid.

Furthermore, we guarantee the quality of the cloth now sent.
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In any case, we are willing to take the cloths back and, If you care to dispose
of the inferior cloth at the best price obtainable for it, we will send you a Credit Note for

the difference as saon as we hear from you.

We apologize sincerely for the trouble caused to you, and will take all possible

steps to ensure that such a mistake is not made again.

Sincerly yours,
g, A A
e
(Sasuki Mitsui)

International Sales Manager
datvaninesaaiouwisifuanusdilunnias wosuazn umwlidnadndy
November 30, 19.......

Director of Customer Relations
Woolsworth Co. Inc.

83 Park Place

New York, N.Y.

U.S.A.

Dear Sir :
We are obliged to express our strong disapproval of the most unsatisfactory way

in which you have handled our order No. 52371 of November 5. Not only have you been

unpunctural in its execution, but you have supplied goods far below sample.
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Though the quality is very poor we are prepared to retain the goods received,
but only at a substantially reduced price. The remaining half we refuse to accept in any

circumstances.

Sincerely yours,
Gy b CL,7/

{(Somchai Chimongkol)

Sales Manager
Novermer 30, 19..........

Director of Customer Relations
Woolsworth Co. Inc.

83 Park Place

New York, N.Y.

U.S.A.
Dear Sir :

We refer to our order No 52717 of November 5 for 1,000 lady wrist-watches,

“Longine’’.

The goods have only just been received, after a delay of 2 months, for which
no explanation has been given. Furthermore a hundred of lady wrist-watches are not the

Model AX31 which needed. Though these are unsuitable, we shall retain it in order to
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save your inconvenience and expense, but we must insist that in future you devote more care

to the execution of our orders.

Sincerely yours,

(Somchai Chimongkol)
Sales Manager.

a

L7 =t alr o i R [-4 ;
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December 18, 19 .......

Mr. Somchai Chimongkol
Sales Manager

Sritong Co., Ltd.

53 Yaovarat Rd., Bangkok
Thailand

Dear Mr. S. Chimongkal :
We have your letter of November 30 and not with regret that you are dissatisfied
with the execution of your order No 52713 of November 5. We apologize for the delay and

the inconvenience that has resulted.

Your order was misread in the pressure of business, but we assure you that every

effort will be made in future to guarantee delivery in accordance with your reguirements.
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We appreciate your kindness in keeping the unsuitable lady wrist-watches, and

trust that vou will give us an opportunity to supply vou with further goods.

Sincerely yours,

(Robhert P. Smithy)

Director of Customer Relations.
G100 99U ET D THULFII T UA WALATIT 159
November 25, 19.....

Director of Customer Relations
Woolsworth Co. Inc.

83 Park Place

New York, N.Y.

U.S5.A.

Dear Sir :

Our Order No 5231

Of the radio-transistors we ordered on QOctober 5, two hundreds and fifty were
delivered the day before yesterday, but we regret to report that upon my careful investigation

fifteen were badly broken and three others cracked.

The cases containing the transistors appeared to be in perfect condition and were
opened up by myself with great care and can only be assumed that the damage must be due

tc rough handling in transit.
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With this letter we are sending the title labels from the damaged transistors and
shall be pleased if you will replace all eighteen. Meanwhile, we have put the damaged tran-

sistors aside in case you need them to syprwart your claim on the insurance Co. for compensation,

Sincerely  yours,

C'\h\ — L.“ C L-*—mwgl.,q

-

(Somchai Chimongkol)

Sales Manager.

WU e Tuil@suaieimaiinfan an@nan s IR s BN ey RECICHIY
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December 5. 19.....

Mr. Somchai Chimongkol
Sales Manager

Siam Electronic Co., Ltd.
193 Ramkhamhaeng Rd.
Bangapi. Bangkok

Thailand.
Dear Mr. Chaimongkol

Your Order No 5231
We are sorry to learn from your letter of November 25 that some of the transistors

supplied to the above order were damaged when they reached you. We will certainly replace



161

them and have in fact already done so, replacements having been sent by parcel post this

morning.

Despite the care we take in packing transistors, there have recently been several
reports of damage. To avoid further inconvenience and distuibance 1o customers, as well
as expenses to ourselves, we are now improving the methods of packing that can protect

breakage.

'We apologize sincerely for the trouble caused to you, and hope the steps we are
taking will ensure the safe arrival of all your orders in future. It will not be necessary for

you to return the broken transistors and they can be destroyed.

Sincerely yours
T B—

tJohn Brown)

Product Control Manager.
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On August 5 you ordered sixty tennis rackets, thirty badminton
rackets and forty table-tennis bats from a sport goods
manufacturer "Bushids" in Tokyo. Upon delivery you found that
the number of teﬁnis and badminton rackets had been reversed.
Write pointing this ocut, The mistake is causing difficulties

{say what these are) and you want it put right immediately,

You have supplied three cases éontaining silk jackets to a
dealer in New York, He complains that one of the cases contained
only 120 jackets instead of the 144 invoiced, Write the letter

the dealer would send you, supplying imaginary details,

Complain tactfully of certain defects in goods you have received

but express your appreciation of their good features.

Central Plaza Co, complain that 300 tins of the Condensed Milk
ordered by them arrived dented and punctured, They attribute
the damage to rough handling in transit and emphasize the need for

greater care,

Send a reply té the letter in Exercise 2 explaining that
everything was carefully checked when the goodg were packed
and asking the dealer to make a check of all cases. Suggest
what action you will take if the missing silk jackets ére not

found.
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Chinese International Flant Co. are crockery manufacturers in
Kwantung, Write informing them that many of the articles in
one of the ten cases of crockery delivered by Eastern Sea Line
on December 10 were broken and that the packing appears to
have been at fault, List the broken articles and say that you

want them replaced.



