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[ O 0O O O A.Dear Mr Barrett, The lathes you ordered are on the
truck and should be your place on Friday of this week .When |
Investigated the matter ,1 was astounded to learn that original goods
were sent to another custo9mer . Its hard to account for such an
error ,and the only excuse | can offer is that weve had several
part-time warehouse people this month to fill in for some of the
regular crew who are on vacation . | hope ,Mr .Barrett ,that this
special shipment will compensate in part for the trouble we have



caused to you. Please forgive us for our delay of shipment . Sincerely
yours, OO0 000000 O0OO0O0OO0OOOOOOOOO
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[0 B[O Dear Mr, Thomas, Your Order N0.578 We are very sorry to
learn from your letter of 15th August that the cameras supplied to the
above order were damaged when they reached you .\We certainly
agree to the special allowance of 10% discount on the invoiced cost
which you suggest . To avoid future inconvenience and annoyance
to customers , as well as expense to ourselves ,we are now seeking the
advice of a packing consultant and hope the able to suggest
improvements in our methods of packing . We regret the need for
you to write to us and guarantee the safe delivery of your orders in
future. Yoursfaithfully, 0 D OO0 OO0 OO0 OO5780 000
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With reference to your letter of 6th September ,in which a claim was
lodged for a short delivery of 500 silk-carpets , we wish to express our
deepest regret over the serious mistake . The mistake is entirely our



own .It occurred as a result of staff shortage during the busy season
and the fact that the number of goods is not counted carefully. We
will make payment by remittance for $382. 00, the amount of claim,
upon receipt of your agreement . Its embarrassing to cause
Inconvenience to any customer ,but unforgivable when that
customer is so highly valued as you . Red-face and contrite ,I ask
your indulgence and offer you my personal assurance of better
service in the future .] With bestregards. 1 O O O OO0 O 0O 0O O
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JO000o0b00oooodoooonodan D. DearSirs, We
are in receipt of your letter of 20th June ,and regret the error in the
statement of account for May .When this statement was made up ,it
was not noticed that two items had been crossed off in invoice L903
with the result that you were overcharged by US $ 154 . We enclose
credit note for the above sum so that you may deduct it from the
total before sending off your remittance . We apologize once again
fortheerror. Yoursfaithfully, OO OO OO0 OO0 00000
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E. Dear Mr. Osler, | was distressed to receive your March 10 letter
about the curtness of our sales representative . | looked into the
matter and found out that the representative in question was in the
process of leaving our company to enter a new field .You happened
to telephone him on his final day . | can only immagine he felt little
sense of responsibility and allowed himself to argue with you . |
apologize for his behavior .There is no corrective action | take , since
he no longer works here . However ,we have intensified the training
and supervision of our sales staff. Im sure you will find them
courteous ,knowledgeable , and helpful in future . I hope this matter
will not affect your good opinion about us . Yours faithfully , O O O
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[ Make Adjustments (CJ O O O O ) a. Dear Mr. Kennan, We



very much regret to leam from your letter of 2nd May that you are
not satisfied with the quality of rice delivered . We are arranging for
our Mr .Wang to call on you next week to compare the rice delivered
with the samples we sent you previously .If it is found that the quality
of our shipment is inferior to the samples , we are willing to take all
responsibility . Sincerelyyours, O 0 OO OO OO0 ODOO0OOO
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000000 b. Dear Miss Stanley , I am very sorry you did not
receive the eight 61 hp motors you wanted , and | guess both of us
share the mistake . Your order (photocopy enclosed )lists the 7.5-hp
motor along with its stock number ,yet the price indicated is for 6-hp
motor .Since youve regularly ordered the 7.5, we assumed that this
one was what you really wanted ,and we went ahead and shipped it
\We should have checked with you ,and Im sorry we didnt . We will
,0f course , ship the eight 6-hp motors immediately .Do you think
you might sell the 7.5s? If so , you may wish to keep them a while,
and if they dont move , you can return to us .In any event , well pay
all shipping charges . Im delighted youre having such a good season
with Seal line . Well be ready for your next orders . | promise no
mixups. Sincerelyyours, D O 0O 00 O00O OD0O0O0OO0OO
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