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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I’m enclosing a copy of my order, dated February 17, for crystal stemware:  eight 11-ounce goblets, eight 5-1/2-ounce wine glasses, and eight 7-ounce champagne glasses. As you will see, these pieces were to be monogrammed “G” in Old English lettering, and delivery was requested not later than June 15.

Well, John, here is what happened:

1. The stemware was finally received June 28. Because I became anxious about delivery before the wedding (for which the stemware was to be a gift), I telephoned your customer service department twice—June 4 and June 11—and in each case was assured that delivery would positively be made by June 15.

2. The monogram on the stemware was “C” in block lettering.

3. Two of the wine glasses were cracked.

I think you will understand, John, why I am upset at the manner in which this order was handled. My excuses and apologies to the customer (an aunt of the groom) are of no comfort; to her, the incident was “terribly embarrassing—unforgivable,” and I confess that I agree with her. I did persuade her not to cancel the order simply because there were no other gifts of this nature, but I had to promise very fast delivery.

Obviously, you know what must be done: Get the right stemware to me as fast as you can. I’d like to save this good customer, and if you don’t turn handsprings to expedite delivery, I don’t have a prayer. But let me know so that, if necessary, I can make other arrangements.

Incidentally, John, the ironstone is going very well. If you’re bringing out new patterns, be sure to let me know.
Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
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