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Name:__________________
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Homework - Ch. 5 – Business Communication
The answer is worth 10 points and must be typed in Business Letter Format.
1. Read Chapter 5.  

2. You are “Customer C”.  You visited “Restaurant R” last weekend and got very poor service from the “Waiter W”.  He had a bad attitude from the moment he started serving you.  He got your drink order wrong and dropped your meal just before bringing it to your table. Write a letter to “Manager M” of the restaurant voicing your concerns over your bad experience at the restaurant.  You must use business letter format.  See attached letter for an example.
· Be sure to use good formatting, grammar, and spelling
· Be concise
· Avoid slang and any type of bias.

3. You are “Manager M”.  You have received a letter of complaint from “Customer C” who had a bad experience at your restaurant with “Waiter W”.  “Waiter W” is an excellent employee and usually treats customers with respect but on the day before your visit his mother died.  Write an apology letter to “Customer C” offering them a gift certificate to return to the restaurant.  See attached letter for an example.
Grading Rubric:

	
	Points

	Business Letter 1 - format

2 – Letter format is superior (uses excellent format, grammar, spelling)

1 – Letter format is adequate

0 – Letter format is insufficient
	

	Business Letter 1 - tone

3 – Document tone is superior (concise, free of bias and slang)


2 – Document tone is adequate


1 – Document tone is insufficient


0 – No answer
	

	Business Letter 2 - format

2 – Letter format is superior


1 – Letter format is adequate


0 – Letter format is insufficient
	

	Business Letter 2 - tone

3 – Document tone is superior (concise, free of bias and slang)


2 – Document tone is adequate


1 – Document tone is insufficient


0 – No answer
	

	Final Homework grade
	


MACROBUTTON DoFieldClick [Your Name]
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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I am very sorry to learn of your unhappy parking situation at our restaurant last Wednesday. We do indeed have valet parking, but only on Friday and Saturday evenings. However, we are always happy to take care of customers like you who want valet parking at other times.

Enclosed is a gift certificate inviting you to dinner with our compliments. If you will kindly call and let us know you are coming, we will make sure that valet parking is available for you. In fact, any customer who phones ahead can have valet parking any time.

I apologize again for your inconvenience and hope that this will clear up any misunderstanding. We value your patronage and hope that your future meals with us will be fine dining experiences.

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
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