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Our record shows that this is the second time you have
delayed a shipment without prior notice.
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=) Situation

WR Corporation, the company that makes furniture in Korea, imports raw timber from SW company in
Canada. Today, Mr. Lee, product manager of WR, is sending an e-mail to Jason Robert at SW, complaining
about a delay in shipment.

Dear Mr. Robert,

How are you doing?

I am Jong-Hoon Lee, the product manager for WR.

We met when you visited our company in Feb. | personally appreciate your cooperation in all our projects.
And we're satisfied with the quality of your raw timber. But our recent order of 100 tons of raw timber hasn't
arrived yet.

As you know, we rely on your stable supply of raw material for planning production and marketing. A delay
like this can cause us a serious loss of profits. But more importantly, it can damage the relationships with
your customers by causing a delay in filling their orders.

| believe you did your best to ship the products. However, you should make the deadline.

I hope you'll take steps to rectify this situation ASAP.

Best regards, Jong-Hoon Lee The product manager of WR

=» Reply

Dear Mr. Lee,

First of all, I'm really sorry for this delay. We know that we must make the deadline. We also know that this
could cause a loss of profits for your company.

But we are having trouble supplying enough raw timber during this season. Due to an unexpected increase
in orders from the North American market, our supply can’t keep up with the increase of demand. So, we
had to delay shipments not only to your company but also many other companies. We are doing our best, but
it is a difficult problem for us.

We expect to be able to ship your order next week. Our company will compensate you for some of your lost
profit, but most of all, we hope you could understand our situation.

Thank you.

Yours sincerely, Jason Robert The director of inventory management
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