E-mails

	
	First E-mail (person A)
	Reply (Person B)
	Second rely (Person A)

	1
	Request the price of a new component. Specifications / drawings are detailed or attached. Urgent response required.
	Introduce your company briefly. Confirm your ability to manufacture the product but you need further information. EG quantity, dimensions, time scale
	Reply, and push urgency as he was slow to respond.

	2
	Delivery did not leave today and therefor it will be a day late. Tell the customer by E-mail
	No problem. Need to send it directly to the end user. Change the delivery address.
	Confirm done.

	3
	Request a quality visit next Thursday for two days as you are having problems with a supplier.
	Not possible, suggest Wednesday or Friday.
	Confirm Friday – time, date who is comming.

	4
	Chase the month end figures for returns – overdue by two days - urgent
	You have already sent it, but to the wrong person. Attached is the report.
	Confirm you are responsible for report and to always send it to you by the last working day.

	5
	Define the training requirements of you subordinate and request training
	Confirm a part but you need authorisation for part – will get back to him
	Request time scales and which budget will pay

	6
	A machine has broken down and you need to request urgent support
	Earliest you can do is two days from now, 14.00
	No good! Service contract says 24 hours – ask for confirmation when it will be tomorrow

	7
	Chase payment, 3 weeks overdue
	Confirm transfer for Friday
	OK, but if the money is not in the bank within two weeks they are on stop

	8
	Confirm meeting and agenda
	You are not available
	The meeting is useless without him, suggest alternative date


