WEEK 11

STYLE EXERCISES 4 – IMPOLITE EXPRESSION & POOR TONE 
Begin these in class with guidance from your tutor. You can check some of the answers in the link underneath but will only be marked on those questions where no answers were given.
Polite writing always uses a positive tone, never displays rudeness or impatience. People can be unintentionally (or intentionally) offended by poor choice of words. Careful word choice will help avoid a negative response and more likely get people to do as you are asking.
Exercise 1:  Rewrite the following sentences to improve the tone. Think about how you might react if addressed using these words. The first one is done for you. 

1. That account of yours needs to be paid right now.

Prompt payment of your account would be appreciated.
2. Your stupid mistake is inexcusable.

3. Unless you improve your keyboarding skills you won’t be working here much longer.

4. I don’t know if I �will be available if you phone.

5. I don’t care if you did work late last night, I’m not going to do overtime today.

6. The reasons for the change in policy were too absurd.

7. Because you misunderstood the terms of the contract, we cannot be expected to pay you more money for the work.

8. Due to your ignoring our repeated requests for payment, we will begin charging you interest from the first of the month.

Exercise 2:  Rewrite the following sentences to improve the tone without changing the implied meaning. Think about how you might react if addressed using these words. The first one is done for you.

1. We cannot accept your statement that the goods were not properly packed, and we refuse to give you a refund.

2. If you think the CDs are faulty, return them to the store.

3. The computer you bought has instructions to go with it. Why don’t you read them?

4. We are tired of your criticism. You are the only customer who gives us trouble.

5. If the model you brought broke down so quickly, it’s because you bought the cheapest.

6. In reply to your communication, we wish to advise you that our rep will not call next Tuesday. You’ll have to fit in with our schedule.

Exercise 2: Read the following statements. Write a brief comment underneath on how a reader might react to these in a business letter. Be specific (ie give an example from the sentence) to support your comment. Then rewrite the sentence using a more tactful tone. 

1. We can’t get onto the bloke who sold you the furniture.

2. My secretary informed me that the mistake was definitely not hers.

3. Payments must be made on time.

4. You failed to supply the reference number and we can’t fill the order until you provide the proper details.

5. We’re terribly sorry about the confused orders but these things do happen from time to time, as we all know, and are probably just meant to try us. We’ll have better luck next time.
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