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Writing Claim and Adjustment

Letters

Business Communications
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Objectives

· Explain the guideposts in preparing claim and adjustment letters
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Basic Guides in Preparing Claim Letters

In every business transaction, oversights and omissions could not be avoided.

Letters making claims should aim to get these errors rectified as quickly and as satisfactorily as possible to provide a safeguard against their recurrence.
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Suggestions in Preparing Claim Letters

1. Make certain that you have a good cause for complaint.

2. State your claim calmly, tactfully, and positively.

3. In simple, routine cases where the responsibility for the mistake is apparent, claim letters need to be specific, concise, and courteous statements of facts.

4. For special claims, longer, more detailed, and more emphatic letters are required.

Dear Sirs

Our Order no. 1234

Due to failure of your company to deliver on schedule the goods we ordered, we were unable to complete the shipment on SS Export Helper. If you will recall, when we replace our order we specifically made it known to you that it had to be delivered in time for us to make a shipment today, and that any late delivery would result in having to incur the extra expense of flying the goods out to Sardinia.

The airfreight charges which your late delivery has caused us amount to PhP 10,000. We wrote to your company to reimburse the sum, failure to comply on your part will force us to place the matter in the hands of our lawyers for legal proceedings.

Yours faithfully,

Hyacinth A. Arangoso
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Dear Sirs

Our Order no. 1234

We refer to condition 5 of our Conditions of Sale. In breach of the condition, you have not given us a date for delivery of the third installment of the goods ordered. These goods are now manufactured and have been ready for delivery for the past weeks. Damages at the rate of P2,000 per week are being incurred. The sum of this amount will be added to our next invoice.

Truly faithfully,

Hyacinth A. Arangoso
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Dear Sirs

Our Order no. 1234

Yesterday we notified that your orders for the goods with Order no. 1234 were ready for delivery. You informed us that because of a change in your requirements you no longer wished to receive them.

Because of the fall in the value of copper, the price of these goods has fallen by 10 percent.

In an endeavour to mitigate the loss that we have suffered by your default, we have sold the goods at the best price that could be obtained in the open market, which was P50,000.

We accordingly enclosed our invoice for the amount of P6,000 made up as follows:

	Agreed price
	55,000.00
	

	Cost of resale
	1,000.00

	Less proceeds of sale
	56,000.00
	

	
	50,000.00
	


We trust that the unpleasantness of litigation can be avoided but, unless we receive a remittance from you for this amount, we shall be compelled to instruct our lawyers to commence proceedings for its recovery.

Truly faithfully,

Hyacinth A. Arangoso
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Basic Guides in Preparing

Adjustment Letters

Answers claim and complaint letters.

1. No matter who is at fault and no matter how abusive the language or how distressing the spirit it shows, he who answers the complain should do so courteously, definitely and apparently with cheerfulness.

2. Positive suggestions, admissions of error, and sincere statements of regret are of immense value.

3. Sympathize with your client/customer. Let him/her know that you appreciate the feelings expressed in his letter.
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Non-receipt of Umbrellas

We can understand your displeasure at not having received the umbrellas you ordered on May 10.

Delivery orders for umbrellas take two to three weeks. Our salesmen have been instructed to inform customers about this. Apparently, you were not told it would take that long; and we are sorry for the oversight.

However, your umbrellas are now ready and will be sent to you at once. You should receive them about the same time as this letter.

We hope you will forgive us for the delay, and that you will thoroughly enjoy your purchase.

Sincerely yours,
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2ND Exam, Part 2 (OUT OF 2)

Last month, you sent your family doctor a remittance of P10,000 paying your account in full. You have a receipt of the transaction. The first of this month, you received for the second time a statement for the same amount. Write a letter to the doctor, stating the situation and inquiring what’s wrong.

(Printed, A4)

Please refer to printed rubric for guidance.

Submit July 25, Monday

