9.13W - I messed up!!

 
Objectives: to be able to write an apologetic e-mail

 


Question 1 - Ordering

Your delivery from Office Universe didn't arrive yesterday, and you wrote an e-mail to Ben, your contact there, complaining. Ben has replied to you. Put the following sentences in the correct order to form his e-mail:
	Anyway, more importantly, how can I help you

	Ben

	choices. Firstly we might be able to fast-track

	date back on track? Well, I reckon we’ve got two

	delay or we could send 75% now and get the rest

	get this mess sorted out and get the delivery

	Hi James,

	I feel really awful about the confusion over

	information as I requested. I know that it’s neither here

	misinstructed my man in logistics. What can I say, I’m

	nor there now, but I’d like to get this straightened

	nutshell, I completely got the wrong end

	of the stick about when you needed them and consequently

	out so it won’t ever happen again.

	out that this would never have happened if you had mailed me the

	sorry, my fault entirely. Nevertheless, I would also like to point

	Thanks and have a good weekend!

	the delivery dates. To put it in a

	the delivery so get it to you with only 4 days

	the word and I’ll get on to it sharpish.

	to you within a week. It’s up to you. Just say


	Hi James,

	I feel really awful about the confusion over

	the delivery dates. To put it in a

	nutshell, I completely got the wrong end

	of the stick about when you needed them and consequently

	misinstructed my man in logistics. What can I say, I’m

	sorry, my fault entirely. Nevertheless, I would also like to point

	out that this would never have happened if you had mailed me the

	information as I requested. I know that it’s neither here

	nor there now, but I’d like to get this straightened

	out so it won’t ever happen again.

	Anyway, more importantly, how can I help you

	get this mess sorted out and get the delivery

	date back on track? Well, I reckon we’ve got two

	choices. Firstly we might be able to fast-track

	the delivery so get it to you with only 4 days

	delay or we could send 75% now and get the rest

	to you within a week. It’s up to you. Just say

	the word and I’ll get on to it sharpish.

	Thanks and have a good weekend!

	Ben


Question 2 - Fill-In-The-Gap

It turns out that you had forgotten to give Ben the correct delivery date, so he hadn’t made a mistake at all. Now you feel guilty about the email you wrote to Ben at Office Universe. In retrospect, you know that you had just had an argument with a colleague and you took it out on him. You are amazed that Ben was so nice to you after reading your first email, which included harsh language such as “incompetence”, “botch things up”, “trying to rip us off”, and “unprofessional”. 

You have written an email to apologise. Fill in the missing words:

.
	sorry

	email

	professional

	realise

	mistake 

	correct

	order

	incompetent

	rip

	took

	apologies

	appreciate

	service

	delivery

	error

	date

	handle

	understanding


Dear Ben,

Just writing to say I am a)       about the  b)  I sent you yesterday.  Thanks for being so c)            in your reply. I d)           now that it was my e)            and I hadn’t given you the f)             delivery date.  I was out of g)                to have called you  h)                 - I know you wouldn’t try to  i)    us off.  I was having a really bad day, and j)     it out on you.           My k)                      . I really
 l)                       the excellent  m)                     you and your company provide for us  Just get the n)            to us when you can, the o)      about the p)          was mine so I’ll q)         any problems we’ll have this end.  Thanks for your r)                  .
