Name: Ng Wing Chun
Student No: 
Course: 41380 / 1E
Subject: English & Communication Language
Task 1 - Memo Writing
To: All Staff
From: Chris Wong, the Fire Safety Officer
Date: 8 March 2003
Subject: Fire Regulations
Reference: F123

In a recent fire drill, we were upset to learn that some of our colleagues did not take the fire drill seriously. It is disappointing that some staff members went to collect their belongings from their lockers. Others failed to report to their head. 

The company’s fire regulations are as follows:

When the fire alarm sounds,

1. All staff should leave the building immediately; 

2. Report to your department heads at the entrance of the company compound.
The regulations stated above are for your safety. Thanks for your co-operation in advance.
Chris Wong
Fire Safety Officer
Task 2 - Reply Letter

Mr Mark Taylor 

Cafeterias Director
U/G Park Vale
234C King’s Road
Quarry Bay
Hong Kong
Dear Mr Taylor
Order No 68
Thanks for your letter of 23 February 2003 mentioning about the plastic tableware of poor quality. It is sorry that many of the goods were damaged. Thanks for bringing the matter to our attention.
First of all, we have to apologize for the inconvenience you have suffered. We found that it was the faulty packing machine but it’s been repaired. We will replace the plastic tableware free of charge to you. 

We apologize that we had sent you the faulty tableware. You have chosen our company as a supplier to your restaurants for 3 years already. We value you as an excellent customer. We ensure that action is being taken to prevent reoccurrence of this problem. We hope you could accept our apologies. 

We look forward to having a happy co-operation with your company.
Yours sincerely
Mary Chan
The Manager
