Guidelines for clear letter writing

1 Great the recipient warmly but comectly.

2 First esteblish the purposs of your commurnication.

3 Ues bullet pointa for action points or points for
consideration.

4 Explin further detais of the situation concissly.

5 Display anyinstructions or drectionz clearly on the
pEg=.

6 Highbght the nest steps.

T End the letier by showing appreciation.

Cear Bil,

Thank you wery much for your recent emal expressing

your concerms about the new aupplier dalivary scheduling

gyatem. Here iz an updete of where we are with it end
gome reasaurances for the futurs.

* The syatem & in ke testing phass from 11 Apnil to 10
Mey. Thareaftsr, we sim to use lsedbeck such ss yours
b inon out any glitches.

* The full working versicn will be up ard nunring from 21
hlery.

» The system & elready being used auccsssfully by
aewerd of our compstitors.

IF wiou would ke 1o b= more clossly involeed in

discussions around ita development, youwould be moet

welcome 1o join ug &t our suppliar event at:

11 a.m. Wed February 22: Jackson Gonference Gentre

If wiou ere not able to atterd, pleass do ot hesitate to

cantect ma gt any tima by phone or emal with wour idsas

of suggestions.

In the meantima, thank you once agein for your

Commantz.

Best regards

Michas



