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We regret to inform you that wupon receipt of the consignment of
(........, dated ...... ) 1t was found to be seriously damaged, and the goods
impossible to sell to our customers in such a condition.

We regret to report that one of the crates/ packing cases in your

consignment arrived on (date..........) ina seriously damaged condition.
AeFududaih

Invoice No....................
With regard to / With reference to our order for ......... (see invoice

number quoted above), we regret to inform you that we have not received the
consignment as ordered / promised. Payment has already been made (on
.......... ) and the goods are/the shipment /the consignment is long overdue.
This 1s causing considerable inconvemience atthis end; we would be grateful,
therefore, if you would look into this matter on our behalf and let us know the
results of your investigation as soon as possible.
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Upon receipt of our consignment no. ........ dated......... , it was found
that the contents were different from those originally ordered by us {(cf. order
letter dated...... ).

We would appreciate it, therefore, if you would look into the matter
without delay and let us know what course of action you suggest as soon as
possible.

ar Y
mmanmsmmmmxmﬂm

Renfududideg

Thank you for your letter dated /of ......... We must apologize for the
damaged consignment you received. This was apparently due to negligence on
the part of our packaging staff, many of whom are hired on a part-time or
seasonal basis. Please rest assured that we have dealt with the matter and that

such a mistake will not occur again.

Meanwhile, we have arranged to send you a new consignment for your
orderno...........

Once again, we regret any inconvenience this may have caused.

Aefuduiad

With reference to your letter of /dated ....... , we regret to learn that
you have not yet received your order of ......... (invoice no...... )

We have looked into the matter and discovered that the consignment was
in fact loaded on ............ The shipping/ freight company, however,

recommended that you contact the local branch office as soon a s possible and
inquire as to the current status of your shipment.

nenfudumfaszian
With regard to / With reference to your letter of / dated .......... , We are
sorry to learn that, due to an error/ oversight on the part of our shipping company,

you have received the wrong consignment by mistake.

We contacted their manager (......... ) by phone earlier today requesting
that they arrange for your consignment to be exchanged for the correct one.
Naturally, we greatly regret any inconvenience this may have caused you and
sincerely hope that you will continue to do business with us in the future.
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Example 1: Complaint about missing goods

Henry Watch Merchants

1250 Royale, Suite 1004, Trois-Riverieres, Quebec, Canada
Tel: 819 694-6664 Fax: 819 694-6670
www.Henry.com Email: Henry@Watch.com

January 22, 2005

Mr. Morton Falchild
Pitman Ltd.

Woodrange House

13 High Street, Ingastone
Essex, England

Dear Mr. Falchild,

Thank you for your prompt delivery of our order. Unfortunately, not all
of the watches were received. Fifteen fancy watches {(model no. 30)
were missing when we unpacked the order. Upon examination of the
packaging of the order, there seemed to be no signs of theft or pilferage
We should be very glad if you would attend to this problem.

Yours sincerely,

mergz gmmer

Merle Emmer
Manager
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Example 2: Complaint about damaged goods

Henry Watch Merchants

1250 Royale, Suite 1004, Trois-Riverieres, Quebec, Canada
Tel: 819 694-6664 Fax: 819 694-6670
www.Henry.com Email: Henry@Watch.com

November 22, 2005

Mr. Morton Falchild
Pitman Ltd.

Woodrange House

13 High Street, Ingastone
Essex, England

Dear Mr. Flchild,

We are sorry to report that eight of the fancy watches (model no. 38)
and nine of the fancy watches (model no. 33) were found to be broken
on receipt of the order.

We would be very grateful for any assistance you can give us in this

matter.

Yours sincerely,

Worte Emmer

Merle Emmer
Manager

IB 313
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Example 3: Complaint about wrong merchandise

Henry Watch Merchants

1250 Royale, Suite 1004, Trois-Riverieres, Quebec, Canada
Tel: 819 694-6664 Fax: 819 694-6670
www.Henry.com Email: Henry@Watch.com

November 12, 2005

Mr. Morton Falchild
Pitman Ltd.

Woodrange House

13 High Street, Ingastone
Essex, England

Dear Mr. Falchild,

On unpacking the order of watches, we found that 20 of the items
consisted of clocks (model no. 45). We requested fancy watches (model
no. 30) only. We regret that we cannot keep the clocks (model no. 45)
as we have adequate stock of this item already.

Please do your best to bring this matter to a speedy and positive

conclusion.

Yours sincerely,

Weré g mmer

Merle Emmer
Manager
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Example 4: Complaint about wrong amount of goods delivered

Henry Watch Merchants

1250 Royale, Suite 1004, Trois-Riverieres, Quebec, Canada
Tel: 819 694-6664 Fax: 819 694-6670
www.Henry.com Email: Henry@Watch.com

November 24, 2005

Mr. Morton Falchild
Pitman Ltd.

Woodrange House

13 High Street, Ingastone
Essex, England

Dear Mr. Falchild,

The order we received does not correspond with the invoice. We were
charged for 90 fancy watches no. 38, instead of the 60 fancy watches
(30 x Model no. 38 and 30 x Model no. 30) that were ordered. We
cannot accept this error, as fancy watches no. 38 are twice the price of
the no. 30 model. Although we received the correct number of watches,
there is a discrepancy in the invoice.

We would be grateful if you would please look into the matter and
make the necessary adjustment to the invoice.

Yours sincerely,

Wierle & mmer

Merle Emmer
Manager

1B 313
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Example 5: Complaint about non-delivery

Henry Watch Merchants

1250 Royale, Suite 1004, Trois-Riverieres, Quebec, Canada
Tel: 819 694-6664 Fax: 819 694-6670
www.Henry.com Email: Henry@Watch.com

September 25, 2005

Mr. Morton Falchild
Pitman Ltd.

Woodrange House

13 High Street, Ingastone
Essex, England

Dear Mr. Falchild,

I would like to inform you that delivery of our order has not yet been
received, although we were promised delivery by the end of last week. |
ordered the watches for a trade fair to be held this weekend, and if I do
not receive the shipment in the next few days, this is going to cause our
company a lot of embarrassment.

We look forward to your dealing with this problem without delay.

Yours sincerely,

mer/e C‘:’mmer

Merle Emmer
Manager
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We only received five boxes, yet we were billed for ten.

The quality of goods were of an inferior standard to that of the previous order.
Since we did not order this product, we would like to return it for credit.
We were invoiced for $175, but by our calculations it should be $115.

We placed this order on the condition of prompt delivery before the end
of the month, your statement differs from that of our original order.

We will cancel the order if the goods are not received by the end of the week.
The goods that were received, were badly damaged.

Three of the machines we ordered are faulty.

Can you look into the non-delivery of order no. 4824 ?

We would very much appreciate it if you could provide a refund or
credit for these goods.

We must ask you to dispatch replacements at once, as we need to
complete deliveries to our customers.

Will you please look mto the matter and supply the missing items ?
The order we received does not correspond with the invoice.

Can you look into this matter urgently, and inform me when the
goods are expected to arrive.

We found our order, placed on the doorstep of our offices, when we
arrived at our premises in the morming.

IB 313
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