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To describe a broken promise @ To describe an unforeseen problem @ To demand quick action
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Read the following article aloud.
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To : Joanne Strock

From : Ralph Flanders
Subject : Order H9810-B883
Date : August 2

Dear Ms. Strock,

This afternoon I took delivery of twelve Mariton M449 laser printers
from your company.

When I placed the order, you specifically told me that

they would be ready to use upon arrival.

Despite your assurances, my staff tell me that

the printers require assembly and a lengthy set-up process.

I need these printers to prepare for a company-wide training event in two weeks.
Since each of our departments must produce an enormous amount of printed
material for this event, upgrading to high-speed laser printers was worth the expense.
However, I did not count on having to spend hours setting up the printers.

All my staff have their hands full with other duties.

I would be grateful if you would send a technician
to get the printers ready for use as soon as possible.
Please give this matter your immediate attention.

Best regards,
Ralph Flanders
Purchasing Manager
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EXE RCISE 2 Fill in the blanks and read the dialogue.

To : Joanne Strock

From : Ralph Flanders
Subject : Order H9810-B883
Date : August 2

Dear Ms. Strock,

This I took delivery of twelve Mariton M449 laser printers
_____your company.
When I the order, you specifically told me that
they _ to use upon arrival.
Despite your assurances, my staft tell me that
the printers require and a set-up process.
I need these printers to ____a company-wide training event __ .
Since _____ __ our departments must produce an enormous of printed
for this event, to high-speed laser printers was worth the
However, I did not count on having to _____ hours setting up the printers.

All my staff have their hands full with other duties.

I would be grateful if you would send a
to get the printers ready for

Please give this matter your immediate attention.

Best regards,
Ralph Flanders
Purchasing Manager

FOLLOW UP QUESTIONS | st 4

» What is the problem with the order? 4. The shipment arrived late.

b. The items must be put together.
¢. The products are defective.

d. The machines are too large.

» How does Ralph Flanders want 4. By arranging for some equipment to be set up

Ms. Strock to resolve the situation? h By Sendlng anemployeetocollect the Qrd.er.
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¢. By providing a refund for the purchase

d. By replacing some missing parts
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Practice speaking using the following scenarios.

EXERCISE 3 ZRNENORMICIF->T AL —F 2B LEL LD

Talk 1

You hired a company called Foreman Contracting to repaint your company’s lobby.
The manager of Foreman, Sam Andrews, agreed to finish the work by Friday morning.
However, the painters were not able to finish on Friday and must come again

on Monday to finish. Call Sam Andrews (your teacher) to complain.

Remind him of his promise to complete the work by Friday morning.

Talk 2

You are planning to meet a friend (your teacher) at 6:00 near your office after work.
You usually work late, but this evening your boss is entertaining some important
customers. So, you expected to be able to leave work a bit early. However, there was
a misunderstanding — your boss has gone to the customers’ hotel to meet them

for dinner, but the customers have unexpectedly shown up at your office.

You have no choice but to take care of them until your boss returns. You finally meet
your friend at 6:30. Apologize and describe the unforeseen problem that made you late.

Talk 3

Your company has recently moved to a new building with more meeting rooms.
You have ordered three tables and 24 chairs for the new meeting rooms

from Cherno Furniture. The salesperson, Fran (your teacher), promised the order
would arrive today, but only the chairs have come. Call Fran, remind her of

her promise, and demand that she take quick action to solve the problem.
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