CMNS 220 
Adjustment Letter Sample: “Show Us The Money”

Zubebenalgenubi Astro Toy  Company, etc

October 5, 2010

Dear Mr. Ronzelli:

You were smart to reserve a block of 500 Space Stations which we have been holding for you since August. As the holidays approach, the demand for all our learning toys, including Space Station, is rapidly increasing.

Toy stores from St. John's to Victoria are asking us to ship these Space Stations. One reason the Space Station is moving out of our warehouses so quickly is its assortment of features that children love, including a land rover vehicle, a shuttle craft, a hovercraft, astronauts, and even a robotic arm. 

As soon as we receive your deposit of $4000, we'll have this popular item on its way to your stores. Without a deposit by October 20, though, we must release this block to other retailers.

Use the enclosed envelope to send us your cheque immediately. You can begin showing this fascinating Live and Learn toy in your stores by November 1.

Please visit our Web site, which replaces our paper catalogue, for pictures, descriptions, and prices of other popular Live and Learn toys. We were voted one of the best online toy stores with higher ratings than even FAO Schwarz and Etoys. 

We look forward to working with you as well as to continuing to serve all your toy needs.

Sincerely,

Marvin M. Martian

CMNS 220 
Adjustment Letter Sample: “Love What You Have”

CELESTIAL ELECTRONICS, etc
February 19, 2011

Mr. Matthew R. Tyson 

177 Beech Avenue 

Vancouver, BC V4E  3K4

Dear Mr. Tyson:

You're right, Mr. Tyson: we do take pride in selling the finest products at rock-bottom prices.   The Boze speakers you purchased last month are premier concert hall speakers.   They're the only ones we present in our catalogue because they're the best.

We have such confidence in our products and prices that we offer the price-matching policy you mention in your letter of February 15.   That policy guarantees a refund of the price difference if you see one of your purchases offered at a lower price for 30 days after your purchase.   To qualify for that refund, customers are asked to send us an advertisement or verifiable proof of the product price and model.   As our catalogue states, this price-matching policy applies only to exact models with Canadian warranties.

Our Boze AM-S II speakers sell for $749.   You sent us a local advertisement showing a price of $598 for Boze speakers.   This advertisement, however, describes an earlier version, the Boze AM-4 model.   The AM-5 speakers you received have a wider dynamic range and smoother frequency response than the AM-4 model.   Naturally, the improved model you purchased costs a little more than the older AM-4 model that the local advertisement describes.   Your speakers have a new three-chamber bass module that virtually eliminates harmonic distortion.   Finally, your speakers are 30 percent more compact than the AM-4 model.

You bought the finest compact speakers on the market, Mr. Tyson.   If you haven't installed them yet, you may be interested in ceiling or wall mounts, shown in the enclosed catalogue on page 48. If you choose to purchase any mounting hardware for your AM-5, we will provide a 50% discount if you purchase online before April 1st, 2011.   

Remember, for the most up-to-date prices and product information, please see our online catalogue at our prize-winning Web site.   We value your business and invite your continued comparison shopping.

Sincerely yours,

Rick K. Thalman 

Customer Service

Enclosure: ‘ 11 catalogue

 Dave Freeman

Operations Manager 

Fitness Plus

4789 Cypress Bowl road

North Vancouver BC V7M 1T6

Office 604 986 5486

Fax 604 881 5500

Email    MACROBUTTON HtmlResAnchor Dfreeman@fitnessplus.com

December 10, 2010

Ms Patricia Knowles:

I am concerned to hear of your unfortunate experience on December 7, 2008.(Care and Concern)

At Fitness Plus we pride(Pride for Company) ourselves on first-rate instruction and quality of service. All of our instructors complete many hours of intensive training before they are able to instruct a class on the mountain.

As an independent contractor on Cypress Mountain we must follow all regulations set forth by the managing company.(Policy Explanation) they have stated to us that, “All participants in snow activities on Cypress Mountain must have a valid pass.”

I have discussed the situation with the instructor your class was being taught by. Barb has undergone many hours of training before December 7, and is fully qualified to teach all levels of experience. Barb and I have reviewed your letter (Action) and have arrived at the same conclusion: the tag policy is in place to ensure the safety and protection of all our clients. At the suggestion of North Shore Search and Rescue, the tag system also provides us with a name-tracking strategy should anyone go astray on the mountain. (Policy Explanation)

Ms Knowles I would be honoured (Fanning) if you would try our service again. It is my pleasure to offer  you a complimentary pass (Complimentary replacement) to anyone of our many winter activities.(Range of Products) If you bring a friend when using your complimentary pass, they will only have to pay 50% of the same lesson cost.(Loss Leading) This offer is valid until the end of this years ski season (approx. March 2011).(Timeframe)

Thank you (fanning) again for using Fitness Plus for all your winter activities.

Sincerely yours,

Dave Freeman

Fitness Plus

Operations Manager

Encl.

Winter Adventure ‘11 (Marketing)

Complimentary Pass
