Letter

Apologize

( We are sorry to note that the goods (ordered) have not arrived yet.

( We are sorry that……

( We note with regret that you are not satisfied with our service.

( Your order will be given priority.

( Your order will be dealt with as fast as possible
( Since we have received your message we have now investigated the matter and found 
     out that………….
( We are surprised and sorry to find since this is the first complaint we have received 
     about this product.
( Please also accept our apologies for the delay in replaying to your original order.
( We are particularly keen to continue to satisfy a valued customer such as yourself.

( We are particularly sorry that a well-established customer such as yourself had to 
     complain of our service.

( Thank you for letting us know about the difficulty.
( We believed that the consignment had been delivered to you.  We are genuinely very 
     sorry that you have been let down.

Replacements     Ersatz

( We suggest we send you a replacement consignment by…..

( We have sent you goods of a similar nature by special delivery.

( We are rushing you suitable substitutes on the next available…….

( There will be extra charge for this.
Rückzahlung

( The invoice amount has been transferred to your account in full.

( We enclose a credit note for € 250.
Kulanz:

(Please ship the goods to our service centre in Nuremberg for them to be repaired free 
    of charge
Schluss

( We apologize for any inconvenience this may have caused.

( You may rest assured that it will not recur.

( We hope to have the pleasure of serving you in the future.

Employment

 Schluss

( I have no hesitation in recommending him/her for employment.

( 

“


“

         to any future employee.

( I feel sure he/she will be an asset to any future employee.

Anfang
( I have received your letter dated ….. requesting a reference on Mr/Mrs ……and am 

    able to provide you with the following details/information.
( Mr/Mrs has worked in the Sales Department from September 1994 – August 1997.

( 

“
        for my/our company  for a short period of time/some years ago.
( In replay to your request for a reference on Mr/Mrs… (dated) I am pleased to provide 

     you with the following details/a brief reference.
( I refer to our telephone conversation of (28 December/today) regarding Mr/Mrs and   

     am (as I said)(only) able to supply you with the following information.

Zeugnis

( He was employed as a(n)……salesman in the Sales Department.

( His work was (always) acceptable/excellent/of a high standard.

( He has (always) performed his duties 
competently/
in a satisfactory manner/
to a high degree of accuracy.
( She (always) carried out her work………..””……………...

( Mr/Mrs ……….. is 
outward going/
a team player/
dynamic/
highly personable/
flexible.

( He pays great attention to detail.

( He/She…..can be left to get on with the job without supervision.

( …is willing to do more than the  minimum to achieve a goal.

( He is totally honest and does not shirk responsibility.

( She is entirely trustworthy/loyal and can be entrusted with duties/responsibilities 

     requiring a high degree of personal integrity.

( She is always/mostly punctual and reliable.
( Her time keeping has always been satisfactory/excellent.

( She left the company for personal reason/of her own accord.

( He terminated his contract in order to take up a post elsewhere.

( I would (therefore) recommend Mr/Mrs …. for this post whole-heartedly/without 

     reservation.

( I (therefore) have no hesitation in recommending Mr/Mrs …. For this post.

( I would reemploy him.

Dealing with complaints

( Many thanks for your letter of 12 October 1998 regarding work done on….(e.g. your 

     computer system
( We have received your letter dated 12 October 1998 in connection with your week’s 

     holiday hotel stay with us.

(……in connection with 

( the shipment of ………….(goods)






( the consignment of………(goods)






( work done on






( maintenance work carried out on …..(details)






( service work performed on………..(details)






( the………….(product)

( We are sorry that/to hear that 
( the equipment is not working







( the machine is not performing as expected






( the goods arrived bent/broken/chipped







( some articles are missing







( you received the wrong goods …………..
  ..in view of the fact that this is an extremely reliable model

…as we have been dealing with this haulage company for many years now and have 

    had no cause for complaint.

(We note with regret that you are unhappy/not pleased with the work carried out by 

    our technician(s)./the performance of the machine.

( Since receiving your letter we have (now) investigated/enquired the matter and found 

     out ……….. 

( On the basis of your description of the damage/breakage/irregularities it would seem 

     that this problem is an error on our part/not using the machine in the way intended.
( We apologise the trouble you have had/the poor service.

( Please accept our sincere thanks for bringing this matter to our attention/for drawing 

     out attention to this problem.

( The invoice amount has been transferred to your account in full

( We enclose our cheque for…..(amount).

( The guarantee on the goods has already expired, nevertheless we are willing to 
     repair/replace them at no extra cost/for the price of…
( We are sending an expert technician to check/test/repair the machine/the unit.

Schlusswort


dazugehörige Anrede
Yours sincerely

Dear + name

Yours faithfully

Dear Sir/Madam

