Business Letter Homework

Business Writing (exercises from Roebuck textbook CD)

June 23, 20XX

Miss Joanne Adams

1070 Mondi Drive

Woodstock, GA 30088

Dear Mrs. Adams

On the date of January 25, a shipment of a crate of seventy-five of our Zippy Posture Chairs to Trust-Us Insurance Company in the city of Houston, was made by Mr. Mark Lamb who is your shipping agent.  Six days subsequent to the above date, damage to a vast majority of the chairs was sustained when one of your Phoenix crane operators dropped the crate.

February 16 was the date that a Freight Damage Claim in the amount of the sum of $3500.00 was sent by mail by men at my office to Mrs. Dorothy Richards, in your Claims division in your Phoenix office.  Writing me in return, I was advised that she would give my claim special attention and the settlement, no doubt, being received by me at my office at the earliest possible date.

A period of two months passed by and on April 17, I sent an inquiry in regards to the claim to Mrs. Dorothy Richards in your Claims Division in your Phoenix office. A form postcard came by mail to me advising me, three weeks subsequent to my inquiry to your Phoenix office, that the processing of my claim was underway and that my patience would be appreciated.  That was two months before the writing of this letter, and no further contact has been made or any remittance sent either.

It is my personal opinion that it ought to be brought to your attention that replacement of our Zippy Posture Chairs had to be made to our customer, Trust-Us Insurance Company in the city of Houston.  And, the cost of repairing sixty-eight of the damaged chairs was absorbed by our company. Therefore, it was necessary to get rid of these repaired chairs at prices that were greatly reduced and that caused a loss to our company.

Very soon, I would like to have your reply as to your action; or better yet, it would be greatly appreciated if you would send a check for the amount of $3,800.00 in remittance of your damage caused by your Phoenix crane operators.

Very truly yours,

Sam Jones, Vice-President of Corporate Affairs, Southside Division, ABC Corporation

dmr

Inclosures

P.S. Please hurry!

Business Writing Homework
The Down Home Store

1776 Canton Street

Canton, GA 30145

Mr. Sam Houston

Dallas, TX 78801

Dear Sir:

The oak dining room set you ordered has arrived.  Since you paid in advance, we will be happy to deliver it to your home.

We hope you will be impressed with the quality of this set.  You would find it difficult to find such an item in any better condition.

Thank you for giving us the opportunity to find this antique beauty for you.

Sincerely

Alex Brookstone

President

