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B Making Enquiries [1]
Gu:@@:q}a&@&qx

#P (A)

#P (B)

Asking for information,
prices and samples
Doz cojgSpist
#peph conbigha

Asking for a catalogue

and information
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M Making Enquiries [2]
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An enquiry letter to a camera company
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B Replying to Enquiries [1]

GQ:@%.:@QS:@E:QP:O?J GE@):@S: 9
Enquiry Letter (A) e
Reply Letter (A) Jo
Request Letter (B) J
Reply Letter (B) R

B Replying to Enquiries [2]

GH:@%:@GS:E&%:O? GB@D:@& _JG

Model Letter : Providing information

wotyycizcomcodgt: 0
M Sending out Advertising or Sales Letters
eoPlg (Popdd) secep:onup: cu:Fe: W
$49 (A)  2qbeageeplio) Millways Toys Ltdm
conordeiad e6qR0:D R
#P (B)  paiediyd sgpe (A)d .
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B Placing Orders [1] (Ordering Supplies)
0gebigofge: 0

$452 (A)  With an official purchase order

frapugademapest Q0

$¢82 (B)  Withoutan official purchase order

frapogpend G

B Placing Orders [2] (Ordering Supphes)
0geSipn[ge: 56
Purchase Order (o) ¢b

Cover Letter (ch@nE: S:G@JE:@J:M) ¢



Placing Orders [3] (Ordering Supplies)

ogebinlats

Writing an Order Memo
Hpegodobicqfts
Model Memo (2¢905020:5057)

Placing Orders [4] (Ordering Supplies)

ogedi[ae:
Memo Parctice
Cover Letter §¢ cprﬁm&ﬂ:
Dealing with Orders (or)
Acknowledging an Order [1]
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Acknowledging Letter (A)
Acknowledging Letter (B)
Order acknowledgement §¢$70369

Requesting a Service
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389 (A)

Confirming a Service

o%em:&ﬁmﬁ?ﬁ seonpd[gieugt:
Model Letter (A)
Reporting Errors [1]
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B Reporting Errors [2]
saiep:0p FacloPpe:opiae: ol
3¢9 (A)  Complaining about an incorrect delivery
ogireonbepot prpbifiemopd dEfopfal: o
M Reporting Errors [3] (or) Claim Letter
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M Adjustment Letters
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§§9 (A)  Lookat the following letter.

If was sent by Fax to a customer 200
B Apologising [1]
comé:0§(gé: 200
For a minor delay
opymcaemmbyzod 990

1P (A [glocpmdmfztzod contulfE: 200
Apologising for a major delay
Boobmqeples{ifopyodynayd conbuifg: 209
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$49 (C)  Apologising for an error

2:005q0n0p0) contioff: 200



Requesting Credit

sc[p:ge0qS comnt:B(gE:/eugpabsae:

5482 (A)  Requesting Credit

Request for a Credit reference
sacop:0050[3E:30305  coonnbdercugyqbifEe:
#P (A) '
Giving a credit reference
mc[proudup(gt:aa005  coonabagndeodse:

P (A)

Giving an unfavourable credit reference

26[03:30205  206oMEMIEIN  candIencuzL:

#P (A)

Refusing to grant a credit

scfpreod [GE0uSRE:

$§5? (A)  Thisis an unfavourable reply to
Previous request for credit
wotm cfgreuqf cugnqbiwpda)
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Granting Credit
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Requesting Payment [1]
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B Requesting Payment ]2]
cgeuegqs comE:R[5e:

$§ (A)  The Letter - a first reminder
voouz{Be wddcuficaden
$§5? (B)  Polite First reminder
voou3 wemyo) du:f:cien
B Reminding
mo%u:%:cmﬂ@&
548 (A)  Polite first reminder
vooun(B0 weopoidieu:ficadon
$49 (B)  Much stronger second reminder
$49 (C)  second remainder
o adkueaior
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Indent
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Body
Closing
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MAKING ENQUIRIES [ 1]

cui[g$:0056:[3¢:4p:
s9 (A)  Asking for information, prices and samples
wobmaacony et spep comtigha

JUSTIN BOX

14 Trist Road, Hastings, Sussex HA3 6CE
Manhattan-Windsor Your ref:
Steward Street Our ref: SB/SM
Birmingham B18 7AF

_ 17 May 1986

Dear Sirs
* With reference to your advertisement in yesterday's Times,
would you please send me *full details, prices and samples
of your *promotional gifts.
Yours faithfully

‘ggm‘-ﬂx

S BOWEN -
Marketing Manager * British Style

QUESTIONS (A)

-"//

I. Whois the *Marketing Manager of Justin Box Ltd? _ <

A




J eo9(3&(0gw2)
2. Inwhich newspaper were the gifts advertised?
3. What does Mr Bowen ask for?

Dear Sirs

0cgmap05 Times aoé:onol ap(e3:ec:4§, e[o35(cos, vod
2005(8: op(B:0€:4), eep:(g¢ordanirondemadyp: se03C:
mmm@ém@ Gq:ﬁf»:qp:?é q.ﬁq.oqp:o% oaj.ﬁccnfzc:i Gu:fl’i_.%éu'l

mmzaéqp:u

Vocabulary & Collocations

With reference to .... ¢ 0od2005¢)

advertisement (n)c[oz5(co

Full details sagodsmcoad=(0pd 32

samples (n) §psoqp:

promotional gifts seepé:(gEonEepoglenangs condeanlyp:

IMAGE

® Key Rings

S LE3 5 @ Cuff Links
® °*P ight
Promotional Gifts o Enamcl Badges

Manufuctured by AA  STEWARD ST.. BIRMINGHAM B18 7TAF
Manhatten-Windsor VV  TELEX: 338633

/'/')
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&:0:0q:0pbc§0pic0:000p: mag(ﬁcq@: )
$os? (B)  Asking for a catalogue and information.
maocanmdst mEngoinneont:zt:

THOMAS GREEN LTD
16 CLEAR STREET, TORQUAY, DEVON TQ1 6BD
Borg Corporation Yourref:
10 Oslo Avenue Ourref: LW/MG
Malmo
Sweden 18 May 2015

Dear Sirs

Could you please send me a copy of your 2015 catalogue
.| and details of any special trade discounts you are offering. I
would also like to know whether all your models are now
covered by your standard two-year guarantee.

Yours faithfully

yar 3

L WATERS * British Style
Manager

QUESTIONS (B)
1. Which address will be typed on the envelope?
2. Why has L Waters written this letter?
3. Whatis the normal length of guarantees on Borg's
models?

Dear Sirs
096 958 M0O5006aBMOROSE cp(d:ecicuicgo) sagp o
qu:ﬁg:ﬁ.éucﬁmngc} mcm:gugqp:(ﬁ oaﬁccr:rf:cﬁ Gu:fé_%éu’]_ﬁ;;.

o
.
O




g geyl§é(oge)
oxoralypi op(B:e€:d), cedaudmaiad:m op[B:ec:q, 99§ J
q;ﬁmaégaé B ):0¢(5¢:§/ 6§ oRcopS: BcdcloruSalyp:n

Vocabulary & Collocations

Catalogue (n) ;05060005 meade 0uSup&anpd 0gpd:qp:

c
@O6\C:

trade discount D90 ROS GOQPREYH &
you are offering  cp[o3:ecicoicgod

models (n) ced3034P:1 §9&0OGP:

covered by BoR:0E205

standard (a) J981 &

two-year guarantee | 63005

LANGUAGE FOCUS
1. Replying to an advertisement (letter, enquiry, etc.)
With reference to your advertisement in ...
With reference to your letter (enquiry) of ...
2. Requesting action sending)
Would
Could } you please send me ...
please send me ...
3. Requesting information
I/We would like to know whether ...

PRACTICE EXERCISES

Write sentences as directed. Show incomplete (unfin-
ished) sentences by three dots (...)

1. Reply to an advertisement in the



8:praqpopbedaapicviongp:  sacgubeq:ppS:

(a) Daily Mail
(b) Economist

- last Monday
- last week

(¢) Radio Times - last Tuesday
2. Askacompany to send you
(a) a * catalogue and price-list.

(b) anew price-list.

(c) free samples and price-list.
3. Ask for information about whether
(a) the price includes delivery charges.
(b) the *filing cabinets are available in green.
(¢) they could send the order by air.

LETTER WRITING PRACTICE
Look at the advertisements:
c30050]e[035(crgp:03 [Bpsoln
LET THELOW FARE LOWCOST
SPECIALIST WORLDWIDE
Scheduled 747 flights to FLIGHTS
AUSTRALIA Sydney one way £ 341
& NEW ZELAND return £ 531
With stopover a available in Around the world from £ 748
Bangkok, Bali, Hong Kong, London / New Zeland
Singapore, Kuala Lumpur, return from £ 699
Manila, Jakarta, Los Angles, TRAILFINDERS
Fiji and Honolulu TRAVELCENTRE
HERMIS 16 Earls Court Rd.London W8
TRAVEL Te 01-9379631 (Long-haul)

Hermis Travel
35 Whitehall, London SW
01-9302556/7 Telex296121

Tel 01-9375400 (Europe)
Govt.Licensed & Bonded
ABTA ATOL 1458

z'/- "



G 8§@E(042)
Ex (1) 300050l e[m35(creul 26[35[8: mgiodszmcoadz(pi =
(full details) &€ oz00000080a3 ecourSe&icq:ss:9p:03 coxol:
30p Hermis Travels o§ ee:o00:030003 [0pSpesenc[spdeozolu

[1].Complete this letter to Hermis Travel requesting
full details and prices of flights to KualaLumpur. (K)

JOHN WILLIAMS LTD
16 Tot Way, Norwich, Norfolk N 16 7BH
Hermis Travel Your{2) -
(1) sanenmmunmmreny 0 | sssusasssesaseses /MH
() JUSUT 19
Dear( 3 cvmmasc
ANV DD it i yesterday's Guardian,
AEANIEL IR LR umsrsnmsmmaomemvnsermnmasinsdssios sasmrssnasmssssss seassss of
(£} covommumusmmnnaissssissmss ameanssdioinses
LOMIE (B} <ssssvruiinmsocuiiusapevusressronsn
M. Jawrdu
M SAUNDERS
| Export Manager

[2]. Write a letter to Fidelity asking for a free colour
brochure, price-lists and samples of their leaflets. Also
ask whether air freight can be arranged to your country.

(Use your own name and company and today's date) (K) .

3
S
.
O

( /))



Bigreqogbefapevionp: sacguSeaie: 2
Answers
Questions (A)
1. SBowen
2. The Times, 16 May 1984
3. full details, samples and prices of the promo-
tional gifts

Questions (B)
1. BorgCorporation, 10 OsloAvenue, Malmo, Sweden
2. He wants a catalogue and some information on
trade discounts and guarantees.
3. twoyears

PRACTICE EXERCISES
1. (a) With reference to your advertisement in last
Monday's Daily Mail ...
(b) With reference to your advertisement in last
Week's Economist ..
(c) With reference to your advertisement in last
Tuesday's Radio Times ...

2. (a) (could you)
(would you)

(b) (could you)
(would you)

(c) (could you)
(would you)

} please send me a catalogue and price-list.
} please send me a new price-list

} please send me free samples and price-list

s

/){)




eopldé(oge)
3. (a) I would like to know whether the price includes

delivery charges.
(b) I would like to know whether the filing cabmets

are available in green.
(c) Iwould like to know whether they could send

the order by air.

LETTER WRITING PRACTICE
[1].(1) 35 Whitehall, London SWI
(2) reference Our reference : MS

e ]

[2].
My Company
My Address
Fidelity
8, 10, 12 Hornsby Square Your ref:
Southfields Ind. Park Our ref: MN/+MS
London Today's date
Dear Sirs

With reference to your advertisement in (yesterday's) edi-
tion of the Sunday Times, would you please send me your
colour brochure with full details and some samples of your
quality print packages. [ would also like to know whether
you can arrange air freight to ......

Yours faithfully

My Name
My position

/'/')

G /))



Sprecpopbofopavionyp: sacgSerpd:
(3) today's date
(4) Sirs
(5) reference to your advertisement in
(6) please send me full details and prices
(7) your flights to Kuala Lumpur
(8) faithfully

+MS = my secretary

/){)
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MAKING ENQUIRIES[21

cuifq$:906:3€:4ps
so9 (A)  Anenquiry letter to a Camera Company.

byl e

Bay State Magazine

B S M 300 Commonwealth Avenue
Boston, Massachusetts 02188
FAX 617-798-1-0565

April 5,2013

Public Information Department

Click Camera Company

1000 Riverview Boulevard

New Yourk, New Youk 1CJ10

Dear Sir or Madam:

In the April 4, 2013 Boston Daily News I read about
your new camera, the XL-Lite. Since I am a photographer
with Bay State Magazine, it is important that I know about
new cameras.

Would you please send me information on the camera?
I would like to know when the camera will be available and
how much it will cost.

Thank you foryour attention. I look forward to your reply.
Sincerely yours,

Jane Wilson
Photo Department * American Style




&iicqpopbeSodcuionyp:  sacguben:gpd: %)
Dear Sirs or Madam

J092 9561 88w ¢ qodeg o> Boston Daily News
G§,0p 0 0C:00¢0 9CYP:0348), MCoep0d XL-Lite mac[o3od:
RI§corssosasqulonudn ogi§eondan Bay State Magazine
¢ ©005)30ep(8003FPORMD MPY§605m MELEPdYP:F?E[IE:
28000:3 Feq:(03:0lonndn

mé:méuepq@ucgmn%oﬁ mmé:m:sﬂrﬁz;mo% Gq:g:@ﬁj
R)§602900 Jev:dEwaralyp:i w:mnieqpad muSeon ouduy
Q€SI 9205600005028 3:§oocdaR 0 agi§eordadEulonadi

aéqa:&;nﬂo%ﬂgﬁzaogng cop:p:oncolonadi aéqp:il @;@:

angrr% GMEG&I’SG? U'] D‘JUS ]

Vocabulary & Collocations
information (n) 200>&:3g/053005
will be available ouSopefi&ceps
how much it will cost

aé:(mEeep)mnuSearnadmsayeps
look forward to =hope egbcoeordonionpdi
reply (n) [L4lozorqos

EXERCISE (1)

Circle the correct answer

1. Jane wrote her letter on
A.April4.B. April 5

2. Jane's job is with the
A.Bay State Magazine
B. Click Camera Company

/){)
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3.

5.

6.

go9[g€(oge)
The Click Camera Company is located in
A. Massachusetts.

B. New York.

. The number 10010 is the zip code of the

A. sender

B. addressee

Janc wants Click Camera Company to send
A. information

B. acamera

The paragraphs of this letter are

A. indented

B. not indented.

32000501 ©203¢0 93:§000:03 F0J:1§§:qPi0Y 63566300
Language Focus 03¢ §p5:0pg05a0o:olu

LANGUAGE FOCUS

L,

Replying to an advertisement (letter, enquiry, etc.)
With reference to your advertisement in ...
With reference to your letter (enquiry) of ...

Requesting action (sending)
Would
Could

Please send me ...

. Requesting information

I/We would like to know whether ...

/){)
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4. "Thank you" cgepgo 6320050l 3203:308 §:qp:03 3200:03:
3223:(g&Eclonui
Use these expressions to say "Thank you" in a busi-
ness letter.
- Thank you for your time
I appreciate your taking the time.
- Thank you for your attention.
I appreciate your attention.
- Thank you for your assistance.
I appreciate your assistance.
- Thank you for your help.
A appreciate your help.
9oSen 1 ce:8§:908:3:qp: (making enquiries) slgovyod
o n&:myedmmndicont:a[E: (requesting information)
oo So3enypien saadesd(oolmade: 34E: (5)8E:0lon0p 905

202:01 i

BUSINESS STYLE: Body of a Letter Requesting In-
formation
A letter requesting information generally has four parts.

/'/')

C /))
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goplaé(oge)

Requesting information letter

Tell how you
Opening = | heard about the

reader

Tell why you
Purpose = |want the

information
Aclion _ | Tell what you

want
Polite B Thank the
Expressions | | reader, Be

Positive
EXERCISE (2)

/\

4\

/\

/N

Examples

In the May 5, New York
Times, I read an article
about your company.[OR]
At the High Tech Trade
Show, I met one of your
sales representatives.

Since I program comput-
ers, I was interested in
your new software [OR]
As a supplier of machine
parts, I thought we could
do business together.

Please send me a sample
software program. [OR]
Could I meet with you
when I come to Chicago
next month?

Thank you for your time.
[OR]
I look forward to hearing

from you.

Look for these four parts in the Model Letter. Write

the Sentences.

1. OPERINE ccsicivviiosrersnsmensnssensasssesansaamsnavesnsssassasasasasnssssasn
r N iyl SV U —

3a. Action

3D, ACHION caeeeeeeeeiieeesseeeeesesssessasesssssssssssessnsnsssessssssnnnns oo 3

.......................................................................
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4a. Polite EXPressions ......cccccccercesriesessninesiecsssnsnsesnacnenes
4b, Polite EXPreSSIONS vswsssssesssssnovsensssassonrsrsnasnnasnaspasss

BUSINESS STYLE : Commands or Requests

cwSc§:gladrongpree:apyn wion Command oo Request

oozl

Command (n) 328§,

request (n) cegyoeds(sc: coxé:3(sc1 comc:alqiodn
o?acg:gén?: GLIOOGPIPD u:ét;nzﬂ:d_i maé:aaﬁgqu: (po-

lite expressions) o3 a3:0lu 328§ gpieo:(gé: (commands)

2ot cograd3[EEi coné:3(5E: (requests) cpdaogolorwSu

c30050] poeogP:a3 eaaooul

In business letter, use polite expressions. You should

make "requests" instead of "commands."

Command: Send me the information.

Request: Ifyou have time, could you please answer
this today?

Command: Send the package next week.

Request: Ifit is possible, please send the package
next week.

caoasol Request oo wemqrodmad:mgsiqe: (polite
expressions) & [sdor6S

Polite expressions of request:

Would you please.....

If it isn't too much trouble, ...

Ifyou have the time, ......

/){)

G /))
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If it is possible, could you ....7

If it is possible, would you ....?

Could you possibly ...7

Would you possibly ...7

I would be grateful if you could ...

I would be grateful if you would ..

May I ask youto...?

I would appreciate it if you could ...

I would appreciate it if you would ...

EXERCISE (3)
Rewrite each command and make it a polite request.
Example:
Call me later.
Could you possibly call me later ?
1. Stop sending me catalogs.
I would appreciate it if you would
2. Process the order right away.
Would you please ?
3. Give me the information I need.
I would be grateful if you could
4. Answer my letter inmediately.
If you have the time, ?
5. Send me your response right away.
If it is possible, ?

¢ /))
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Answers .

Exercise (1)

1. B.April5 4. B.Addressee
2. ABay State Magazine 5. A.information
3. B.New York. 6. A.indented

Exercise (2)

1. IntheApril4,2013 Boston DailyNews Iread about
your new camera, the XL-Lite.

2.  Sincelamaphotographer with Bay State Magazine,
it is important that I know about new cameras.

3a. Would you please send me information on the
camera?

3b. Iwould like to know when the camera will be avail-
able and how much it will cost.

4a. Thank you for your attention.

4b. 1look forward to your reply.

Exercise (3) Commands

Stop sending me catalogs

Process the order right away.
Give me the information I need.
Answer my letter immediately.
Send me your response right away.

oo D e

Polite requests
1. I would apprecicate it if you would stop sending

me catalogs.

.x'\

’



:9l§é(ogw)
Would you please process the order right away?

I would be grateful if you could give me the infor-
mation I need.

If you have the time, please answer my letter im-
mediately.

Ifit is possible, would you send me your response
right away?




Replying to enguiries 1]

cg:E%:@oB:E&qpm} c[g[op:[3€:

BoondoleslE:0503 3:(e0:8p5:(6¢ ewd(ogeé "Providing In-
formation" o§ copS: eslsg&colonadu

can05eud(0ol co:(88:906:03 @ (A) a3 @ (B) (6 905cd
cf(030: (38.00705) [0§[03r:000F 0 cco (ool

M Enquiry Letter (A)

JUSTIN BOX
14 Trist Road, Hastings, Sussex HA3 6CE
Manhattan-Windsor Your ref:
Steward Street Ourref:SB/SM
Birmingham B 18 7AF 17 May 2013

Dear Sirs

* With reference to your advertisement in yesterday’s Times,
would you please send me *full details, prices and samples
of your *promotional gifts.

Yours faithfully

S BOWEN _
Marketing Manager * British Style

¢ /))

/'/')
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o (A) d¢oon promotional gifts (meeqpé:(gEoreazad: cond
ca008qp:)a¢ 00300503 full details (mgodzcocd=(cpS=):
prices (eqs§:qp:)s¢ samples (spg000p5:)c0:38 coro§:pos:
contox(sdonudi

wl:mynd (0o (B) gom wi:mgodmcondanniad:ay
Gméangt;EmE: u‘]céchr:@n‘imugu 3] 3;@3 88eq:cd0) Z2g)0

cogol 0l §encopS:edonadi poen (B) ad ecpars(apdol

M Reply Letter (A)

Manhattan-Windsor

Steward St, Birmingham B 187 AF

Mr S Bowen Your ref: SB/SM

Marketing Manager Our ref: MH/JW

Justin Box Ltd

14 Trist Road

Hastings

Sussex HA3 6CE 20 May 2013

Dear Mr Bowen

Thank you for your letter of 17 May enquiring about our
promotional gifts. We are pleased to *enclose our new bro-
chure and price list together with samples of our promo-
tional gifts.

We * look forward to receiving your first order.

Yours sincerely

MARY HARDY

Sales Manager

Enc:3 * British Style

/){)
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Exercise (1) :

1. Whois MH?

2. Who wrote the letter on 17 May?

3. What items (things) were sent with the letter?

B Request Letter (B)
csoad0S Request letter (C) o3 Letter (D) (s¢ efs(oo:

$a3 sondcvadeayconali

THOMAS GREEN LTD
16 CLEARSTREET, TORQUAY, DEVONTQ1
6BD
Borg Corporation Yourref:
10 Oslo Avenue Ourref: LW/MG
Malmo
Sweden 18 May 2013
Dear Sirs
Could you please send me a copy of your catalogue and
details of any special trade discounts you are offering? I
would also like to know whether all your models are now
covered by your *standard two-year *guarantee.
Yours faithfully
L WATERS
Manager * British Style

/'/')
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Dear Mr Bowen (A)

R|§6075033), Fweepti(gEonCeqiicap comsesontyp: (Pro-
motional gifts) s¢oo5003B: ce:lg§:0pcp(03:e:4, ceco (09)
qﬁgmsaogrﬁ Gﬂ:ﬂ:ﬁ:métﬂ onuSi 031§607503 §), a:ccpé:@@mé
[B&:8Eep condesonypigtorng pi§eon303d, 05 S:00600¢
208qp: (new brochures): cq:g§:00q¢: (price list) o} ¢:03
copScu:a0m 08:6(gond08:00(sdquloudi

p[B:ec:00¢ voesdiaaen (first order) g§3 ogi§eondoy,
egpeoéolordSn (look forward to)u

Dear Sirs (B)

ap[03:6E:8), mmadoea0s (cepiongopnS:onqt:) ordeool
§¢ mpgogudman:cagpeqrss: (special trade discount) sseoo:
BoSqpia} og§6o7p0d Qeudynaonialyp a]m(aE op(3:ec:q,
co530530:09:m WIRF§9? (03:4), e§I06d (j)adden
aanq][:oéfuof:tﬁméz :ﬁcﬁu’]mcﬁn

Vocabulary & Collocations
Catalogue (BrE) = Catalog (AmE) oS oreoonnd

(eepl:opguonSionec:)

Special (a)  mo:fsdearn
discounts (n) cogpegy:qp:

models (n) cedaudqp:

standard (a) (e§(sdeo0m1 d[sdea00
two-year guarantee  j§o 063
are covered mgj:oc20p5

/){)
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Request letter (C) od¢om oncq:oqan a copy of cata-

logue (croSonconadomdeot) 03 coxt:anionudi 3]m(ge

special trade discount (0§o30Sgmop:ecgpeg:) §/o§ss
ogpS:eoym standard two-year guarantee (oo§ J §03003)

coaC: §Y 0§03 cwr[g§:000:00(ed0ruSN B@coaS0leany Gs(r3p:0}
o (D) 03 sooScoadecpanaspdol

H Reply Letter (B)

BORG CORPORATION

10 OSLO AVENUE MALMO SWEDEN
L Waters | your ref: LW/MG
Thomas Green Ltd Our ref: FW/KW
16 Clear Street
Torquay
Devon TQ1 6BD 25 May 2013
England
Dear Mr Waters

Thank you for your enquiry of 18 May.

We *have pleasure in enclosing a copy of our latest cata-
logue and a *eaflet giving details of our special trade dis-
counts. All the *items are now coverd by our standard two-
year guarantee.

We look forward to hearing from you.

Yours sincerely

F WILANDER

Sales Director

Enc:2

/'/')

¢ /))
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Exercise (2)

1. Whois LW?

2. Who are 'we' in paragraph 2?

3. Why is F Wilander 'looking forward' to hearing from
Thomas Green Ltd?

LANGUAGE FOCUS
%0050l [0 B §¢ D od¢o eammnndolmdodmgc:gp:
Cn QEG\?D’?’JO? mogrftu'] I
1. Thankingcog:e:0o&eforne: e[orforn:(sé:
2. Referring qpSp§:6foosd(ae:
3. Enclosing (sending) g:03c0:3(s¢: (c0:8[a¢:)
4. Closing a letter eoonéconca’ 3{}:31[[5@5:/3:;{)::305@5:
UJE:B?EDEQP:O% t:)cm.?é:mgug Gﬂ?ﬂfﬁu'] EBU%E: ?CYS:}}E:%EUFI
CI']'USII
1. Thanking (for a letter/enquiry)
Thank you for your letter (enquiry) of ...

Notes: Thank you ... is less formal than With refer-
ence to ...

2. Referring (to the contents of a letter)
With reference to .
Thank you for } your letter ... enquiring about ...

Notes: 1. enquiring about can be replaced by any
suitable verb + ing.

e.g requesting
2. letter enquiring about = the letter in which
you enquired about.

/'/')
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3. Enclosing (sending)

We are pleased to enclose ...

We have pleasure in enclosing/sending ...
We enclose / We are sending ...

4. Closing a letter (with hope for future business)

We look forward to ......... -ing.......
hearing from you
e.g. We look forward to { et Bistextied
your reply

ANSWERS

Exercise (1)
1. Mary Hardy
2. SBowen
3. Mahattan-Windsor's new brochure, price-list
and
samples of promotional gifts.

Exercise (2)
1. L Waters
2. The Borg Corporation
3. TheBorg Corporation wants an order from Tho-
mas Green Ltd.



Replying to enquiries 2]

cu:[q§:908:[3E:qpind cgfop:[3é:

co:g§:¢oS:[5C:qp: (enquiries/inquiries) coxoé:3(3S:qp:
(requests) oomeaza; (0§[03:cuiolongp:al Letters reply-
ing to enquiries / requests slgswyod Letters providing
information o, ecsT&EvlonuSu

c o) ¢ - c e C . c
mc:mql:mmcmcq_ mecmmg_ma:?rﬁ GS?J{'DU.] iclé® sl

$d4¢ FPguSonmeos0:8EuloSi

A letter providing information generally has four parts.

Providing Informations Letter

1. |Opening

Purpose

3. |Action

Polite
Evpression

I

Acknowledge
correspondence

Examples

We received your inquiry.
[OR]

Thank you for your
letter of inquiry.

Provide the in-
formation re-
quested

/\

I have enclosed a bro-
chure. [OR]
The 'product' is ...

Give informa-
tion beyond the
'Purpose’

Offer additional
help, Thank the
reader.

/\

Please see the product at
our dealers. [OR] A sales
representative will be in
your area.

If you have any questions,
please do not hesitate to
call [OR] Thank you for
your interest. [OR] Again,
thank you for your letter.

mmrﬁu‘Ic{)é?E G2COCEINC GEA01000:0) 630050] § 9§00

c
660oE03 craoa(mpdoln

/'/')
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Model Letter : Providing information

wotyhzomeufat:

CLICK CAMERA COMPANY
1000 Riverview Boulevard

New York, New York 10010
212-589-2121. FAX 212-588-9542

April 10,2012 -

Jane Wilson

Bay State Magazine

300 Commonwealth Avenue
Boston, Massachusetts 02188

Dear Ms. Wilson:

Thank you for your letter of April 5,2012
expressing interest in Click Camera's new camera, the XI-
Lite.

The camera will be available this December, and the cost
will be approximately three hundred and fifty dollars
($ 350.00)

I have enclosed a brochure on the camera. If you any ques-
tions, please do not hesitate to contact us or your local Click
Camera dealer.

Again, thank you for your inquiry.

Sincerely yours,
Helen Dodge
Customer Service

Enclosure * American Style

/'/')
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Dear Ms.Wilson:

Click Camera §, mCoepaod(sdoy XL-Litemecol 80508
0014665003 J0o | 9581 880 § qodeg ol op(B:e:d eome0z05
coqpr@:oncolonadi

nEeapad Wsd 3acomnrogs cuSuqRscoladdend 0r§d:
meox) e3laon 990 §:0l:eannioli

mEeapsfoo5003030005mé:emi{crmdennnd ogge ¢:03
cop3cu:d0d0lonudi ap(a3:ecipn coroapoIdPdEaE ng§e
003 3lgeuy0d cp(o3tecieazng Click Camera cood3amcept:
BEaY soada305ee:(9§:8 0oha3E:olsén

op(e3:6C:4), Go:(0§:¢08:(5E:30305 c§0050S(BE coye:

mEqm‘ﬁu’l oS

Vocabulary & Collocations
expressing interest 8oSofen:E:03 cuSGeonn
will be available ouSupafiedsens

cost (n) 0§81 W@nmm?p%
approximately $:u']:| o8,

enclose (v) :0360:82005

brochure (n) LM MS:060o¢1 6[m5(Cooocent
please do not hesitate Goﬂ:ﬂ:@lﬁj U'E_aaémeq ol *}'-'.E

to contact 0053050 §

local (a) c32003¢:(8deao

dealer (n) Q§20p51 V053IPePE:0e0:
EXERCISES

(I) 32000560500l §p§060:00§60052005(8: eammndolew:g§igp:  ©

o3 c[gad(mpsol

“'.:".
O
"
O

/))
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Circle the correct answer.

1.

Ms. Dodge works for
A. Click Camera Company.
B. Bay State Magazine.

. When was this letter written

A. April 10
B. April5

. 'What is Ms. Dodge sending to Ms. Wilson?

A. acamera
B. information
What is another word for 'inquiry’
A. request
B. brochure
What will Helen put on the envelope?
A. Ms. Jane Wilson
Bay State Magzine
300 Common wealth Avenue antun MA 02188
B. Ms. Helen Dodge
Click Camera Company
1000 Riverview Boulevard
New York, New York 10010
The paragraphs are
A. indented
B. notindented

(II) sscondesd(ool §6g260:00¢0 28053y E:qpiay Provid-

ing information Letter o] 380538¢&:qp:a(ed gogodfooln <

{\
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Look for these four parts in the model letter. Write the
sentences. '

1. Opening
2. Purpose
3. Action

4. Polite Expressions

ANSWERS

(I) 1. A. Click Camera Company
B. April 10

B. information

A. request

A. Ms. Jane Wilson (etc.)
B. notindented.

. [ g Pt e

() 1. Thank you for your letter of April 5, 2012 ex-
pressing interest in Click Camera's new cam-
era, the XL- Lite. )

2. The camera will be available this December, and

the cost will be approximately three hundred and
fifty dollars ($ 350).

I have enclosed a brochure on the camera.
4. If you have any questions, please do not hesi-

tate to contact us or your local Click Camera
dealer. '

OR
Again, thank you for your inquiry.

2

/){)
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Sending out Advertising or Sales Letters

c[oP[e (SPuepdh) emé:oyp: cu:df3e:

alon efozd(coooeom mcq:m:m:%@é:@émuﬁn 66052005 |

M 6omE:a30760y0503 mEaBm ‘madomeanas’ (catalogue)
ol @:0300p5 co:0m¢:(dor0SH 3le(on¢ ScQeayjieogm sales
letters (mcepS:amogadoogp:) o3 BagEesaordSi

-"//



Xy Beql3E (o)
$4P (A) E}Ftlﬁnogccpﬁm'? Millways Toys Ltd m

conbdmd: (Mr. Williams) o ereqan:

Millways Toys Ltd
10 Horndean Way, Bristol BS2 6CS
Mr J Williams

Home Stores Your ref:

16 Tootbridge Avenue Ourref: DY sw
Westwood

Surrey SU2 1CH 15 November 2014
Dear Mr Williams

We have pleasure in sending you a copy of our catalogue,
which includes details and prices of our complete range of
toys.

We would *particularly like to *draw your attention to

our new Plastic range of model cars, which you will find on
page 63 of the catalogue.

We can offer you a special *discount of 5 per cent on all
toys ordered before 1 March.

We look forward to receiving you first order.
Yours sincerely

DONYOUNG
Sales Manager

Enc:1 * British Style




Sipreqropbefopsviongp: saoguSeqpeS: R
Dear Mr Williams

C\R@:HE:GE! oaﬁr;mgo%q mngmcmngcnﬁamﬁzf GU:(T}_
cx%ngslaﬁa;oang oé: qulmcﬁu wC: mngmcmrﬁcﬁffo oa@
GON50R 8, MED:EPI]:]:F0P0D F6D 3o§mqjmaam05qp §¢
cq:g4:qp: oloculonudu

agl§e0r3030m maopiamifsd pfcBred:y, oggadgad op§ecdd
03,49, Plastica oxo:eed3uSodmyj:):ad sgupedolonudn wé:
02,03 MABOEAIMEgI§2 B2 92 oy(03:ec: cog olaS§eudn

0050 o qO3603¢8 wQigpianiadicul @wygomoyas
ogﬁc;o:r%o?_m aaoﬂ:ccgpeqj:ﬁg: 9% cu:a‘iécﬂmc@n

op[B:ec:d), vooesd:mend MR1§60750% GEPAIECOE G

U] C.DUSII

Vocabulary & Collocations

we have pleasure 0R|§607503, 08:6(grn306:200 ol
m{ﬁll
in sending you op[03:e€:05 o

a copy of our Catalogue opj§c05038, m050760000560750
OGOIE

catalogue (BrE) = catalog (AmE)
PABcennd(meade 0udup&E
2005 0gpS:gp: 020306 C:)

draw your attentionto  cp[e3:6¢:e 30§303407 Py

offer (v) cu:0p51 M09S0
special (a) <l t
discount (n) cogpReq:

Look forward to egPuEeoaE 05 I

/){)
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399 (B) el s¢90 (A) B
m.}@aﬁﬁﬁm&qnnm@

Millways Toys Ltd
10 Horndean Way, Bristol BS2 6CS
15 November 2014

Dear Sir or Madam

I enclose a copy of our latest catalogue and pricelist.

May I draw your attention in particular to our new range of
Plastica Cars which is *Illustrated on page 63.

We are offering a special discount of 5 per cent on all orders
received before 1 March. Please use the special order form
at the back of the catalogue and deduct 5 per cent from the
prices on our list.

We hope that you will be pleased with the catalogue and
look forward to receiving your order.

Yours faithfully.

DONYOUNG
Sales Manager
Enc:1

/'/')
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Vocabulary & Collocations

enclose (V) 1030003205

latest (a) c§o0589:60[
illustrated (v) qE:0qpi(eé qC:{o0p5
special order form 28:0083¢500

deduct (v) §O50920p5

we hope that 031§ 602503, GEREOE oMM

you will be pleased with the catalogue
op[B:6€:00 M0500600034E0032005

B: coqjgS3e0:q08 66050y

LANGUAGEFOCUS
1. Focusing attention
We/Iwould (particularly)liketo} draw your attention
May I toour...(new range
of cars)
Note : May is a little more formal but both may and
would like are very polite.

2.” Offering
We are offering ...
We can offer ... (a special discount)
We are able to offer ...

3. Expressing hope
We hope (that) you will be (pleased with the cata-

logue).

/'/')
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PRACTICE EXERCISES

Complete this letter.

GH FURNITURE PLC

42 West Lane, Plymounth, Devon
Mr leblance your ref: DL/ML
17 rue st Dents Our ref: HH/DR
Paris
France (@) [P
Dear (2) vveveesns
Weare (3) ceeerenenes a copy of our furniture catalogue, which
includes (4) ...c.cceeue. of all our latest models.
We would (5) ..oeveerenn to our Snowy range of bedroom
furniture (6) ............. on page 26.
Wit {7) wsssacsisins a discount of 5 per cent on (8) ......cere...
over £ 1000.
We hope (9) ...cocrvenes and look (10) ....ccceeuee
p (o101 4§ | J——
H Hampton
Export Manager
21144 1 d S—

/'/')
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ANSWERS

(Today's date)

Mr Leblanc

pleased to enclose/send you

details (and prices)

like to draw your attention

illustrated / described

are able/ can offer you/ are offering

(all) orders

you will like / be pleased with our catalogue

0. forward to receiving your order/serving you in the coming
year

11. sincerely

12. 1

= 0 0 N oW R WM

/){)

G /))



Placing Orders [11 (Ordering Supplies)

vgpd:p[3c:
(A) With an official purchase order ({:}:gp5:5mmsC)

99 (:l) Redways Company Ltd ¢ Mahattan Winsor :ﬁl

02N cqrniy:

(a) Redways Company Ltd
Unit 61, New Kowloon Industrial Estate, Kﬂwluun,

Hong Kong.
Manhattan-Windsor Yourref: MH/JW
Steward Street Ourref: HI/MD
Bimmingham
England B 18 7AF 10 June 2012
Dear Sirs,
Purchase Order No.4462M

Thank you for your letter of 1 June, enclosing your cata-
logue, price-list and samples of paperweights.

We have tested the samples and are pleased with their qual-
ity.

We enclose our official purchase order and will open an *ir-

revocable Letter of Credit as soon we receive your *pro
forma invoice.

Yours faithfully

HUGH JONES

Marketing Manager

Enc:] * British style
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(b) Redways Company Ltd
Unit 61, New Kowloon Industrial Estate, Kowloon,

Hong Kong.

To :Manhattan-Windsor Purchase Order
Steward Street No:4462 M
Birmingham B 18 7AF Date : 10 June

[Quantity | Description Unit | Total

200 Large Cat * paperweights | 1.75 | 350.00
100 Large Bird paperweights | 1.75 | 175.00
300 small Rabbit paperweights | 1.00 | 300.00

Total: 825.00

Delivery Date Required:

10 August 1984

Terms

30 days from receipt

For Redways Company Limited
H.Walters

Dear Sirs,
Purchase Order No.4462 M

p[B:e€:d, g§oo (o) qodeggol @gcmcp 0p360:c3a30) M3
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g0 Bioplgé(0gw)
Glossary & Collocations

enclose (v) ©:0300p32005

catalogue (BrE) = catalog (AmE)
aBoneen03(00Supaficapd ogndionet:)

price-list (n)  oqrg4:00ac:

samples (n) qﬁqougé:qp:

paperweights:  ogy8ogpS:qp:

irrevocable letter of credit (L/C)
[0§0p56952868:8E620 egogonons:

purchase order 0gpS:3¢oeo

openal/C L/C géa0p5

official (adj)  ooep:oci §:od: §re0808

pro forma invoice (03,30 §$:qc:006:

Exercise 1 go8o (2) ¢

1. What does 'their' in paragraph 2 refer to?

2. 'What does 'irrevocable' (paragraph 3) mean?
3. What does 'pro forma invoice' mean?

4. How will Redways pay for the paperweights?
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$R5? (B)  Without an official purchase order
ropugerpend
Redways Company Ltd
Unit 61, New Kowloon Industrial Estate,
Kowloon, HongKong
Manhattan-Windsor Your ref:
Steward Street Ourref: HJ/MD
Birmingham |
England B 18F 10 June 2012
Dear Sirs

Purchase Order No. 4462 M
Thank you for your letter of 1 June.
We have examined your samples and would like to
place the following order:
200 large 'Cat' paperweights (Red) Cat. RefB 1613
100 large 'Bird' paperweights (Blue) Cat. Ref B
1617
300 small 'Rabbit' paperweights (Blue) Cat. Ref.
B 1621
We shall pay. for the goods by *banker's draft on
receipt of your pro forma invoice.

Yours faithfully
HUGH JONES
Marketing Manager * British style




