Learners ca

Lesson outcome

Lead-in
1 Read the letter of complaint from one company to

another. Choose the correct option in italics. Then
compare in pairs.

Dear Sirs.
Re: Order # 4587 for 30 dishwashers

We 'arranged / ordered 30 dishwashers for our hotel group
last week on the understanding that they would be *delivered
/ carried yesterday. Although you indicated that this might
be difficult, you *assumed / assured us that you could
manage it.

However, only 10 machines arrived and, of those, two were
*damaged / injured and one did not work at all. Your driver
was most unhelpful and told us to call you immediately,
which we did. We tried to contact you several times but your
customer service department did not answer our *chats /
calls. Despite sending you several emails asking you to
contact us, so far we have had no response from you.

We are very surprised by this as we have been customers of
your company for many years. However, if you do not
brespond / answer to this letter immediately, we shall be ‘made
/ forced to withhold payment, find another supplier and
request that you *distribute / collect the ten machines
already delivered.

We sincerely hope that this situation can be resolved to our
mutual satisfaction.

We look forward to receiving your °*punctual / prompt
response.

Jacob Besinger

Purchasing Manager
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