ness would
o1 Lo! ally uires more
direct rder U et
Y writing if the in i ot orde econ
o in
ne:::: sirtue writing b an the
cisel
be justified? LO1 " s
trategy iS best in @ message t'tﬂ . e
’ ::ht:t;e reasons for the refusal aré strictly
i 3
best interests? LO e
«apologies in refusals are negative because ;h:zl ; et
¥ o zgtlo what you aré refusing. Thus, you s
tentiol
using them.” Discuss: LO3

s BUILDING EX

the following email
invitation
fund-

1 Point out the shortcomings in the
m a sports celebrity declining an

Kickoff meeting for workers in a
for a charity. LO3

message {10!

to speak at the
raising campaign
Subject: Your request for free lecture
Ms. Chung:

As much as | would like to, | must decline your re-

quest that | give your membership a free lecture next

month. | receive many requests to give free lectures.

| grant some of them, but | simply cannot do them
all. Unfortunately, yours is one that | must decline.

I regret that | cannot serve you this time. If | can

be of further service in the future, please call on me.

Sincerely yours,

2 Criticize the following message refusing the claim for a
defective riding lawn mower. The mower was purchased

l? months earlier. The purchaser has had difficulties
with it for some time and submitted with the claim a
statc:.nent from a local repair service verifying the dif-
ficulties. The writer’s reason for refusing is stated in the

email, LO5

Subject: Your May 12 claim
Mr. Skinner:

214

point ot common

pxplain how @ claim message can be
indirect. L "ﬂl& Q\l
“If 'm not emotional in my chh’n %
ers won't understand how upset | asi the
statement. L : n"Pond Ty
Some business writers explain an adj

ply by saying that company policy dig 5o, "
ing claims in such cases. Is this qp‘;:"pqm iy,
Discuss. LOS dtion id:;;
Negative announcements usually neeq , . '
more than the announcement. Explmtfou;"nd' g
Give examples of negative announce

appropriately written in the direct order, Lt(};:whe

Your May 12 claim of defective wo X
your Model 227 Dandy Klipper riding myp ™ "
been ree(;/ie|wed. ;’-\:ter considering the i h“
received, | regret to report
the purchase price. port that we canmot g
You have had the mower fo
is well beyond our one-yea: 1;':,2':{“3’ Which
though your repair person says that you ;&d
lems earlier, he is not one of our authoriz:d prw
people. If you will read the warranty you P
in your letter, you will see that we honor thmeh N
ranty only when our authorized repair pemhwﬁarrn

~ defects. | think you will understand Why we must

follow this procedure.

If you will take the machine to the authoriz
service center in your area (La Rue Lawn a:
Garden Center), | am confident they can comect
the defect at a reasonable charge.

If!canbeofadditional service, please contact me.
Sincerely, | |

You work for an online mail-order company, Nonseas-
cals, that sells such novelty items as T-shirts with dewr

sayings, unique toys and games, and such household i

cessories as framed posters and retro table lamps. Mo

of the employees are young, somewhat quirky, a4 *
Internet savvy. Now consider the following emallsnt©
everyone from the company president: L
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