CD-ROM Activity 08-1





Instructions:  The following excerpts from business messages demonstrate destroyers.  Rewrite each of the excerpts so it builds and maintains goodwill.





Too Formal





Dear Mr. Blakely





Pursuant to our previously negotiated agreement you are obligated to pay 18 percent interest on any unpaid account balance after the payment due date.  Additionally, your account will be assessed a late service charge of $20 if your account is not paid in full by the payment due date as shown on your monthly statement.





If view of these terms, your current balance due is $1,263.45.  This amount includes the assessment of the interest charges and the late service charge.





If you would please send us your payment for the amount due, your account will once again be in good standing and there will be no negative repercussions.




















Condescending





Dear Homeowner:





Smart homeowners throughout this region are always looking for more efficient ways of heating their homes.  Because fall and winter are quickly approaching, this would be a good time to visit our store and let us demonstrate the features of our cost- and energy-efficient furnaces.  Come in while the prices are low and the temperatures are not!























�
Exaggeration








Dear Boating Customer





At the prices for which we are selling our current inventory of boats, you would think we are giving them away.  You will not find a better price on a boat anywhere, whether it be a ski boat, a pontoon, a fishing boat, a sailboat, or a canoe.





Visit us today and check out the values.  (You may need to bring a Brink’s truck with you to take your savings to the bank.)

















Excessive humility





Dear Ms. Fleet





I am sorry that you recently received a bill indicating a past-due balance of $486.73.  Obviously someone in our Accounts Receivable Department was careless when they prepared your statement.  Be assured that our accountants will be much more careful in the future and will verify the accuracy of the statements before sending them out.  





You are important to us and we don’t want to risk losing you as a customer.








 


