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INVITATION FOR SPONSPORSHIP 

Dear Sir/Madam, 

We have a very exciting project. We hope you can help us with it. 

 

We are planning to walk around the earth. We need very good walking shoes 

for this project and other quality equipment and we need money to finance the 

trip. 



We think this is a very good opportunity for your company to sponsor us. We 

can wear your logo. We are planning to meet the media at every major destination, 

so you can be sure of good publicity. We would greatly appreciate for your help and 

support. 

Looking forward for a favorable reply. 

 

Yours faithfully, 

“United Europe” Company 

Marketing Manager
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Thank you for… 

I am sorry to hear… 

I would like to explain… 

I can assure you… 

As a sign of our concern, we would like to offer- 

I hope …- 

Please aacept…- 

L - LISTEN. --- Listen to the guest complaints. Put yourself in the guest 

situation.  

 

STAY CALM AND BE ATTENTIVE TO DETAILS.  

 

A - APOLOGIZE. --- Apologize for the inconvenience that happened 

 

S - SOLUTION. ---- Cooporate with other departments regards to the 

complaints of the guest. Find the best way to solve a problem. Be flexible in 

dealing things. 

 

T - Thank the guest ---- Thank the guest for understanding 
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Complaint Apology Action 

a) This room is dirty 

 

I am terribly sorry. I’ll send someone up 

to clean it immediately 

b) I’m sorry to trouble you, but 

I don’t seem to have towels 

  

c)It’s really noisy, can’t you do 

something about it 

  

d)The central heating’s not 

working 

  

e) Look. Our sheets haven’t 

been changed 

  

f) Sorry, but I ordered tea, not 

coffee 
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