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Example 1: Reply to example 1 in chapter 5

Pitman Ltd.

Woodrange House, 13 High Street, Ingastone, Essex, England
Tel: 01277 350 800 Fax: 01277 350 804
www.pitman.com Email: pitman@business.com.uk

January 30, 2005

Mr. Merle Emmer
Henry Watch Merchants
1250 Royale, Suite 1004
Trois-Riverieres
Quebec, Canada

Dear Mr. Emmer:

We regret that you did not receive the correct number of watches that
you ordered. We are sending you fifteen fancy watches (model no. 30)
to complete your order. We are providing these at a discount of 4% per

item, 1o compensate for our mistake.

We regret any inconvenience that we may have caused your company.

Very truly yours,

Worten ja/é/d/a/

Morton Faichild
Sales Director

118

1B 313



Example 2: Reply to example 2 in chapter 5

Pitman Ltd.

Woodrange House, 13 High Street, Ingastone, Essex, England
Tel: 01277 350 800 Fax: 01277 350 804
www.pitman.com Email: pitman@business.com.uk

November 30, 2005

Mr. Merle Emmer
Henry Watch Merchants
1250 Royale, Suite 1004
Trois-Riverieres
Quebec, Canada

Dear Mr. Emmer:

We are sorry that the order you received contained broken watches.
Accordingly, we have credited your account with eight fancy watches
{(model no. 38) and nine fancy watches (model no. 33). We have
consulted the carrier over this matter, and we are looking into better
packaging arrangements for our products in the future, as well as the

improving delivery.

We are extremely sorry for this error.

Very truly yours,

morfon jaﬁlufc[

Morton Falchild
Sales Director
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Example 3: Reply to example 3 in chapter 5

Pitman Ltd.

Woodrange House, 13 High Street, Ingastone, Essex, England
Tel: 01277 350 800 Fax: 01277 350 8§04
www.pitman.com Email: pitman@business.com.uk

November 20, 2005

Mr. Merle Emmer
Henry Watch Merchants
1250 Royale, Suite 1004
Trois-Riverieres
Quebec, Canada

Dear Mr. Emmer:

We are extremely sorry that you did not receive the correct products that
you ordered. You can expect shipment of the replacements for 20 fancy
watches ( model no. 30) to arrive very soon. We would be grateful if
you could arrange for the 20 clocks (model no. 45) to be returned to us.
We will of course, accept full responsibility for the freight costs
involved for returning these goods.

If you ever have any more problems with these products, feel free to
contact us for help.

Very truly yours,

morfon jag:/u" fc[

Morton Falchild
Sales Director
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Example 4: Reply to example 4 in chapter 5

Pitman Ltd.

Woodrange House, 13 High Street, Ingastone, Essex, England
Tel: 01277 350 800 Fax: 01277 350 804
www.pitman.com Email: pitman@business.com.uk

December 4, 2005

Mr. Merle Emmer

Henry Watch Merchants

1250 Royale, Suite 1004

Trois-Riverieres

Quebec, Canada

Dear Mr. Emmer:

We would like to apologize for the discrepancy on your invoice, which
we have noted and corrected. Enclosed is the new invoice, containing a

5% discount to compensate for our error.

You may be assured of our best service at all times.

Very truly yours,

morfon jafcﬁiﬂ

Morton Falchild
Sales Director

IB 313 121




Example 5: Reply to example 5 in chapter 5

Pitman Lud.
Woodrange House, 13 High Street, Ingastone, Essex, England
Tel: 01277 350 800 Fax: 01277 350 804
www.pitman.com Email: pitman@business.com.uk

October 7, 2005

Mr. Merle Emmer
Henry Watch Merchants
1250 Royale, Suite 1004
Trois-Riverieres
Quebec, Canada

Dear Mr. Emmer:

We must apologize most sincerely that your shipment has not yet been
received. Upon investigation, we have found that there was a 72-hour
strike at the carrier’s shipment yard, which has caused the delay in
delivery of your goods. However, we are pleased to tell you that you can
expect delivery by this Friday, in time for your trade fair. We very much
regret the delay in delivery and the inconvenience this has caused your
business, and we hope it will not affect future orders from you.

We assure you that this is a rare occurrence and that we remam
committed to providing you with quality service at all times.

Very truly yours,

Warton jalé‘.i/a’

Morton Falchild
Sales Director

122

IB 313



FaumInd

® We are sending you the two cases of ....... and five cases of .......
to complete your order.

® We are providing these at a discount of 20%, to compensate for
our mistake.

® We are sorry that the order you received contained broken bottles
of beer.

® We have credited your account with these nine bottles of ......
and eight bottles of .........

® We have consulted the camrier over this matter, and we are
looking into better packaging arrangements for our beer in the
future, as well as the mode of delivery.

® We assure you that this is a once only mistake, and that we remain
committed to providing you with quality service at all times.

® We are extremely sorry that you did not receive the correct vintage
that you ordered.

® You can expect shipment of the replacements for 12 cases of
veu..... tO arTiVE VEry soon.

® We would be grateful if you could arrange for the 12 cases of
«eee.... to be returned to us.

® We would like to apologize for the discrepancy on your invoice,
which we have noted and corrected.

® Enclosed is the new invoice, containing a 5% discount, to
compensate for our error.

® | can assure you that we will do our utmost to refrain from
making any mistakes in your future orders.

® We must apologize most sincerely that your shipment has yet been
received.

® Upon investigation, we have found, there was .............. , which
has caused the delay in the delivery of your goods.

® We very much regret the delay in delivery and the inconvenience
this has caused your business, and we hope it will not affect future
orders from you.

® As the computer you manufactured for us is under warranty, we
require immediate service to the computer, as it is causing severe
inconvenience to the ongoing prosecution of our business.

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

® We apologize for the delay in delivery, due to unforeseen errors on the
part of the carrier.
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