Today´s task is connected with the work you wrote in compliance with the instructions from the last issue of Rozhledy (i.e. the March 2008 issue) and therefore it would be good to get it. Write a business letter following these instructions:

It is 8 April 2008. You are Mrs. Sarah Miller, Director of Tweezers & Co. Ltd, 
45 Chester Street, B3 3EL Birmingham, UK, and you are replying to the last letter (Order No. 988/08) from Satex, a. s., Sokolská 5, 400 01 Ústí nad Labem, CR, which has been sent to you about the Order No. 988/08. Their ref.: 125/08-Pv, your ref.: 989/08, subject: Complaint – Order No. 988/08

Make a letterhead containing the following information: tel.: +44 020 7631 6238, fax: +44 020 7631 6246, e-mail: tweezers@tweezers.co.uk, web address: www.tweezers.co.uk.

Thank Mr./Mrs. XY from the Czech company for informing you about the damage to your consignment according to the Order No. 988/08.

From your previous transactions they will realize that this sort of problem is very unusual. Before the despatch of the goods the packing was alright, therefore there must have been some problem with the shipping company. Nevertheless, you are sorry about the inconvenience it has caused them.

You ask them to return the whole consignment to you, postage and packing will be paid by your firm, and you will ask the shipping company to inspect the damages and offer satisfactory compensations. It is unlikely that your insurance company needs to be troubled with this case.

According to the above mentioned order you are sending a new supply of goods and as soon as the whole case is solved by the shipping company, you will inform your partner about further steps.

Note: Make the letterhead of your company, plan your letter carefully, write the text. Sign it and give your position in the company. Do not forget to check the style and formal parts of your letter, but also grammar, spelling and punctuation. 

