It is 6 March 2008. You are the Chief Buyer of Satex, a. s., Sokolská 5, 400 01 Ústí nad Labem, CR, and you are writing to Mrs Sarah Miller from Tweezers & Co. Ltd, 45 Chester Street, B3 3EL Birmingham, UK. Make a letterhead of your company, giving the address and the following data: telephone: +420 458 659 781, fax: +420 458 158 359, email: info@satex.cz, web link: www.satex.cz. Their ref.: 88/08, your ref.: 125/08-Pv, subject: Complaint to Order No. 988/08.

You are sorry to inform your business partner that their last consignment has not turned out to your satisfaction. Part of the goods were damaged during transport – the boxes in which everything was packed were destroyed. 

You offer them several ways of solving the problem: you are willing to keep the goods if they reduce the price by 50%, or you are placing faulty goods at their disposal and ask them to send you replacement for the damaged goods as soon as possible. 

They will find a list of all damaged articles enclosed and you ask them to let you know what they intend to do in this matter.

According to the fact that this has been a matter of great annoyance to your company, you expect your business partners to be more careful with the execution of your orders in the future.

Note: Make the letterhead of your company, plan your letter carefully, write the text, “enclose” a list of all damaged articles (do not forget to state this in your letter). Sign it with your name and give your position in the company. Do not forget to check the style and formal parts of your letter, but also grammar, spelling and punctuation.







