Arrangements and Invitations

Next week / month... I / We hope to / expect to / intend to / plan to

I / We will contact you as the day approaches / nearer the time.

Would you please confirm your assistance / coming ?

I am / We are writing to you concerning /about / regarding…

I / We will have someone meet you at the airport.

I look forward to seeing you next week and wish you a pleasant flight to...

I refer to your letter dated 5 June 2003...

In reference to your fax of...

Would you please confirm the details by return ? / immediately ?

I would appreciate it if you could confirm / fit in an appointment with me before …

It gives us a pleasure to accept your invitation.

We are very pleased to accept your invitation.

We would like very much to come.

I am afraid ( that ) / I regret that / Unfortunately I have a prior engagement

Could I have someone meeting me at the airport ?

Please have someone meeting me at the airport.

Memos and Messages.

TO

FROM

SUBJECT

We are very pleased to announce that...
the new factory will open on June.

It is with great pleasure that we announce ...Mr. Spencer will come to visit us next...

I regret to inform you that... the factory will be closing down at the end of this month.

We regret to announce that...

Please note that... Mr. Xang arrives in two days’ time.

I would like to draw / call your attention to the fact that...

Kindly note that... I will be abroad for ten days.

As you are probably aware , the factory will remain open over the holidays.

As you already know...

I thank you for writing the cover letter for my report.

I appreciate your help in this matter.

I appreciate your helping me over last weekend.

I am writing to ask you to... inform the staff of Mr. Spencer’s coming next week.

Would you kindly... inform the staff of Mr. Spencer’s...

This is to ask you to.. inform the staff of Mr. Spencer’s...

Inquires and Orders.
Please state your exact requirements

Please inform us of your exact needs

Please let us know your exact needs

How much of a discount do you grant / allow on your list / catalogue prices ?

Kindly quote / let us know your terms of payment and delivery.

Please thank them and enclose a new order form.

Please send a quotation and state your terms of delivery.

Please fill out this form and indicate the value of the goods.

There seems to / may be / have been a mix-up about the discount / an oversight

We will do our utmost / best to find a solution

I thought it was my fault, but it proved / turned out to be ... a mix-up in the quantities

These goods are not satisfactory / to our satisfaction.

On opening the box we discovered that... there was careless packing

On checking the consignment we noticed that... there was a misunderstanding

On testing the equipment we discovered that...

In future please make sure / ensure that the goods...

This amount will be debited to / deducted from your account

That amount will be credited to / deposited in your account

I am not satisfied with the consignment. It is...late / overdue/ incomplete /damaged ...

The supplier has... mixed up the order /sent us the wrong goods / sent us someone else’s order

Our supplier...did not dispatch the goods on time / failed to deliver on time

The consignment will be dispatched as soon as the contract is signed.

Payment will not be effected until the missing items have been shipped to us.

Documentation will have to be presented before the goods are shipped.

The consignment will not be accepted if the goods are damaged.

Payment will not be made unless we are fully satisfied with the goods.

There was a mistake with the instructions.

Some Important Expressions for Letter- Writing.

	With reference to
	We are sorry to announce that

	I’m writing about
	As you are already aware

	I expect to
	Would you kindly

Would / Could you please

	I am very pleased to
	We would like to know if

	I’m afraid
	According to

	Unfortunately
	As soon as

	I’ll have someone
	Unless

	I look forward to
	On opening

	I would just like to say that
	Please let us know what

	I would like to draw your attention to
	I apologize for

	We will do our utmost to
	You are supposed to


Acceptance Letter 
245 Washburn Ave.
Suite 955
Darien, CT 06820

December 10, 2003

Ms. Rosalind Rogers
Director, Corporate Communications
Better Logistics Incorporated
500 Riverside Road
Wilton, CT 06897


Dear Ms. Rogers,

In response to your "Letter of Offer" dated December 3, 2003, please regard this as my acceptance of your offer for me to assume the position of Chief, Publishing Services at BLI. 

I appreciate you getting back to me so soon after the interview process. As discussed at the interview, I will be available to report to work at BLI on Monday January15, 2004. As I explained at that time, I have already committed to conducting a staff training seminar in my current position during the first two weeks in January. 

I really appreciate your offer and am very pleased to be able to accept. I very much look forward to working with you and the rest of the communications team at BLI. 

If you or anyone else at BLI would like to discuss anything with me prior to January 15th please feel free to call me at Pharmex anytime at 546-3478. 

Yours sincerely,



Wendy Crichton

Apology Letter 
June 28, 2003

Ms. Rebecca Winston
2595 Dewdrop Circle
Unit No. 29
Birmingham, AL 35233


Dear Ms. Winston:

The purpose of this is to convey to you my sincere apologies for any inconvenience you may have experienced last month with respect to the installation of your Internet high speed service.

I just returned from vacation this week and found your file in my in-basket. As soon as I reviewed your case it was clear that somehow your May 20th request for a change in service had somehow slipped through the cracks. The only possible explanation I can give is that we have recently had a number of key staff changes which might have resulted in your letter being overlooked.

Consequently, I have directed our Installation Group to contact you by the end of this week to set up a time convenient to you when they could go to your house and install your new router and make the necessary adjustments to your software.

Because of this serious oversight, and as a testament to our appreciation of you as our customer, we are going to provide you with your first three months of high speed service free of charge. Therefore, your account will not be billed until October of this year.

Ms. Quinlan, let me assure you that what happened in your case is not typical of CableNet's level of customer service. We continue to be committed to providing you and all of our customers with the highest standards of service in the industry.

If you have any questions please don't hesitate to call me at 754-9785.

Yours in service,



Paul Cordero
Manager, Customer Solution

Letter of Appreciation 
November 30, 2002

Mr. David Kimberly
Director General, Civil Aviation
Government of Seychelles
10 Island View Parkway
Seychelles

Dear David,

I would like to take this opportunity to express my heartfelt thanks to you for your very active participation in our recent conference in Montreal on the "future of aviation". The Chairman and Board Members have also asked me to pass on their sincere appreciation for your efforts in supporting the Institute in this important undertaking.

Your skill in chairing the controversial panel on "The Role of Developing Countries in the Future of Aviation Management" was very much appreciated by those representing all sides of that extremely sensitive topic. As well, we have received numerous post-conference requests for the paper you delivered on "The Critical Issue of Cooperation Between Airlines and Airports." It appears that you may have penned a best-seller with that one!

On both a professional and a personal level, I really appreciated the time that the two of us were able to spend together for fun and reflection during conference down times. I certainly learned a lot about the unique aspects of aviation operations in your part of the world (not to mention the things you taught me about the backhand on the squash court!).

We are currently hard at work producing the "Compendium of Conference Proceedings" document, and we expect to be sending it out to all participants early in the new year.

Again, thanks so much for your enthusiastic participation in our conference. I have no doubt that it would not have been the success that it was without your presence.

Please keep in touch, and drop in and visit us whenever you are in this part of the world.

Very sincerely,



Peter Smithfield
President and CEO
Business letter 
Dear Rodney,

This is further to our meeting of last week at which we agreed to hold a series of meetings over the next two months to review your experiences with the pilot implementation of the 1to1 Customer Relationship Management Program.

As discussed at that meeting, the objectives of our review sessions will be to:

· Review and assess the overall effectiveness of the program;

· Identify and document strengths weaknesses of the program;

· Propose customer-focused solutions to address areas of weakness;

· Develop an approach and action plan for Phase 2 of the project;

· Determine the staff members who will make up the Phase 2 Team. 

As agreed, meetings will be held every second Tuesday from 9:00 a.m. until noon, and the location will alternate between our two offices, the first one to be convened here at Inter-Office on August 14, 2002. Fred Johnson of your CRM group is to act as the meeting co-ordinator and recording secretary throughout the process.

As discussed, at the end of the process, Deborah Buxton of Consultek will draft the summary report for review by the steering committee. As you requested, a copy of her c.v. has been enclosed.

I trust I have covered all of the points that we discussed. If you have any questions or would like to add anything please give me a call at 745-9878.

We look forward to seeing you at the August 14th meeting.

Sincerely,


Marilyn French
Senior Consultant

Encl. 
Business Memo 
MEMORANDUM
Date:        September 30, 2003

From:       Meridith Bronson

To:            Franco Marconi, Director, Research Programs

Subject:  Commendation - Henry Stapleton - Transport Demand Project
The purpose of this is to officially commend Henry Stapleton for his exceptional contribution throughout his assignment to the Transport Demand Project (TDP).

As you know, Henry has been working on special assignment with the TDP team for the past eight months. Now that he is about to return to your part of the organization I wanted to make sure that he gets some recognition for his significant and exceptional contributions to the project.

As a junior econometrician, Henry's role in the project was pivotal to its timely and successful completion. It was Henry who worked long hours, numerous nights and weekends with his small team of researchers, first specifying, and then testing the thousands of equations that had to be run. The quality of Henry's written work was also exceptional. His regression analysis summaries were always very well written and rarely required revision.

As a colleague and project team member, Henry was also outstanding. His upbeat enthusiasm for the project was infectious, and he seemed to motivate the entire project team. He was very well-liked by all team members, and in effect he became "unofficial" deputy project manager.

In closing, I would like to say that I have worked with many junior economists and econometricians over the years and have never run across one as professional and productive as Henry Stapleton was on the TDP. I believe that the organization as a whole should recognize his exceptional contribution to a major project.

Please let me know if you have any questions or comments.



Meredith Bronson
Director, Econometric Research

cc: Henry Stapleton
      Personnel file - H. Stapleton

Collection Letter 
August 16, 2003

Mr. Dylan Macdonald
150 Armstrong Ave.
Georgetown, ON
L7G 5S4

Hand Delivered By Courier


Dear Mr. Macdonald:

Final Notice: Invoice 279-03 - May 10, 2003 - $1,755.68
You have repeatedly ignored our written requests for payment of the above-noted invoice and you have not contacted us with any explanation.

Consequently, unless we receive payment in full by the end of the business day, August 30, 2003 we will have to take the unpleasant step of turning your account over to a professional collection agency. We would rather not be forced do this since it will result in damage to your personal credit rating.

To prevent us from taking the final step of turning this matter over to a collection agency, could you please make payment in full by the end of the business day, Friday August 30, 2003.

We urge you to please give this matter your full attention now, before it's too late, and send your payment to us immediately.

Sincerely,


B. R. Egan
Accounts Receivable

BRE:st

cc: M.S. Brandon, Credit Manager 

4739 French St.
Tampa FL 33660

July 18, 2002

Mr. Kevin McManus
National Manager, Customer Service
Energy Corporation Inc.
Heritage Building, Suite 200
795 Foundation Dr.
New York, NY 10014

RE: EnerCorp Credit Card: 263 181 869 3 900XX

Dear Kevin McManus,

Up until midnight April 27, 2002 I had been an EnerCorp credit card holder for the previous ten years. Before that, I was a Texacana card-holder for over 20 years. I seem to recall that when EnerCorp took over/bought out Texacana ten years ago, the switch of companies/credit cards was handled smoothly and seamlessly. I wish the same was the case ten years later when EnerCorp recently transferred its credit card operations to NYBank.

I was well aware of the impending changeover to NYBank a couple of months before it happened. I had received a notice of the planned change in the mail, and it was discussed often at my local EnerCorp station when I paid for my gas (with my EnerCorp credit card). More than once, I inquired, and was assured that I would receive a new credit card in the mail before the April 27th deadline. Unfortunately, that did not happen. April 27th came and went, without me receiving a replacement card, or even an application for a new one. Apparently, I am not the only one that this happened to.

After realizing that I was suddenly without a gasoline credit card, after 30 years with one, I called a couple of your 1-800 numbers and I was advised that I would have to re-apply for a credit card with EnerCorp via the NYBank. Incredible as this seemed, I requested an application and one was sent. It appears to be the same kind of application that one fills in after walking in off the street. The fact that I had been a credit card-holder with EnerCorp (and its predecessor Texacana before that) for some 30 years in total, did not seem to cut any mustard with you people, or your friends at the NYBank.

It is hard to believe that companies are still doing business this way in the year 2002. Have you people (or your colleagues at NYBank) ever heard of the concept of MVC (Most Valuable Customer). Just in case you aren't familiar with this approach, the MVC is the customer that you already have (i.e. me). Normally, these are the customers you don't want to lose. After all, research has revealed that it will cost you seven times as much to find a new customer as it does to keep an existing one (i.e. me). What about current "customer-centric" concepts such as One-to-One marketing? Or, have you ever heard of customer relationships management (CRM)?

For your information, about two years ago American Hardware transferred its credit card management program to Master Card and it was absolutely transparent to American Hardware card-holders who simply received a replacement Master Card before the American card expired. Maybe you should have consulted those companies.

In closing, would you please advise me as soon as possible if EnerCorp (now via NYBank) is still interested in doing business with me, or if what has happened here is your not so subtle way of telling me to do my gasoline business elsewhere.

Sincerely, 

Introduction Letter
August 12, 2003

Mr. Brent Collinson
Senior Buyer
Office-Tech Furnishings Inc.
4830 Kimbark Ave.
Chicago, IL 60635


Dear Mr. Collinson,

The purpose of this letter is to briefly introduce myself as Dynatek's new Sales Representative, Business Accounts. I very recently joined the company and am taking over your account from Jack Winters who has moved on to other challenges in this industry.

I have just completed Dynatek's management orientation program and am now keen to meet face-to-face with all of my key customers.

Accordingly, as a first step in my customer familiarization process, I would like to meet with you personally, for about an hour or so, to discuss Office-Tech's needs and concerns. At the same time I would also like to take that opportunity to briefly review Dynatek's latest offering of products and services.

To set up a meeting for this at your convenience, I propose to call your office by the end of this week. It is my hope that we will be able to arrange to meet at your offices before the end of the month.

As your new Dynatek Business Account Representative I believe that my paramount concern is how both Dynatek Inc. and I can better serve Office-Tech Furnishings Inc.

I look forward to meeting with you and learning more about your company in the near future.

Sincerely,



Jim O'Malley
Senior Sales Representative

Letter of Invitation 
April 15, 2003

Mr. Roger Moriarity
Executive Director
Children With Disabilities Foundation
430 Smithson Drive, Suite 500
Chicago, IL 32956


Dear Mr. Moriarity:

The purpose of this letter is to formally invite you, on behalf of the Board of Directors, to be the Closing Keynote Speaker at the upcoming 2003 IDCRI Conference. 

The theme of this conference is "Disabling the Disability - Looking It Straight In the Eye".It will be held at the Mountainview Conference Facility, in Montpelier, Vermont from November 3 to 5, 2003. 

For you information, Susan Crutchlow of Taming the Environment will be the opening Keynote Speaker. The provisional title of her presentation is "The Disabled Environment - Can We Help It?". We will forward a complete draft speaker program to you in a couple of weeks to give you an idea of the specific subjects that will be covered by the other speakers. 

We expect attendance this year to be the highest ever; in the area of 2,000 delegates and 150 speakers. This includes a large contingent from our new European Chapter that is based in Geneva. You may have hearsd that Dr. Walton Everinson will be presenting a major paper on his latest research into "Genetic ReEngineering". We are already receiving inquiries from all over the world about Dr. Everinson's presentation. 

In closing, we would be pleased and honored if you would consent to be our closing speaker at the 2003 ICDRI Conference. 

I will call you in a week or so to follow up on this. 

Yours sincerely,



Executive Director
International Disabled Children Research Institute Richard Bagnall


Thank you letter 
953 Montreaux Rd.
Ottawa, ON
K2G 3H5

April 15, 2003

Ms. Carolyn Semanthic
Manager, Administrative Services
Lunar Solutions Inc.
1295 Stewart Rd., Unit 53
Toronto, ON, M5W 1E8

Dear Carolyn Semanthic,

I would like to sincerely thank you for the time that you spent with me last Thursday, briefing me on your company’s background and operations, and interviewing me for the position of Administive Co-Ordinator in your organization.

I was very pleased with the interview from my perspective, as I hope you were from yours. Now that I have met you and some of your colleagues, and know more about the activities of Lunar Solutions, I am even more excited about the possibility of working with you and your team than I was before the interview. I feel that this job would be a perfect fit for my skills and abilities, and that I would definitely be a value-added addition to your company.

If you have any follow-up questions, please don’t hesitate to call me at (613) 820-7359 or by e-mail at jalexus@sprint.com. I look forward to hearing from you in the near future.

Yours sincerely,

Jason Alexus 
