
delirer 20&) pcs june and J000 auquslrSos paged stronski+
72. A rcpl! to an enqub) for Calculutors _ teter.

]r l lx_oclober 9 concerning calculalors gb 545our prrce len us dollars packing include(

i1;i;;;il; 
#l#i 'J; ;:i:d':::;lr 

discounr ror bieser quanti,ies

13. A rcpl), to an enqui)) for Bufter _ ktex.
y/llx nr 8654 of 1986_03_20
we can offer JoO lons of fresh unsalted

ff fl'.:"1ffi"ffT:llf l"linl ruillti *:':iT:il;'"1'f :Jfi ll"iJt:
.fi i1i:T:,i,":"iqiq il:#.T:.,ffi;lT:1. lt,,!ln* nuno,o*, *u,.."*"
snrpment march apri l  al l  orher terms as usual.

;:i;ilH;::J [J:u 
ror sisning arrer $e set vr acceplance orpresenr omer.

t4. A rcply to an enquiry for Travel Cases anrt Bags _ teler.
thanks for yr tlx no. 1076

;.*.fi,T.ifi.yt 
in position to submit required ofier as we calrot promise

rogs coopexim cepelia +
15. A replj to an enquiry for Ladies Sheepskin Coats _ telex.

yr tlx april 15

ffi'Jr:ffifi."|ij" 
to make offer for ladies sheepskin coats due to extremely

rgds kowalski+

USEFUL PHRASES

, 
4.. Co-nfrmatiun ol the receipt ol enuuirl. lhank you for your *q"iry .r"...- l i"Ji ....

, .  1:."n* ,q, lor.your lelter ofenquiry cuDcernrng.... .r.  we are pleased to receive your mquirv about ., , ,+ we are tn receipt of your enquiry of ,....J. rn repty to your enqurry of.. . . .
: .  I :ply,ng to your enquiry abour... . .
, .  wrrn relerenc€ to your enquiry of.. . , ,
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B. Infomation about the delil)ery)
1. We are glad to idorm you that we caD supply from stock.
2. We inform you that we ale ready to accept orders for June d€livery.
L we coDllrm that we can deliver the quantity jou require.
4. All our goods are in stock enabling us to ellect despatch oforde$ within 10 to

14 days.
5. The delivery can b€gio withiD approximately 8 weeks ofour receipt ofyour

order,
6. The delivery can be ellected in the second half of the year'
?. We will do our best to execute your order in September.
8. We cannot promise delivery before lst May unless your order reaches us

within 10 days.
9. If you want to re€eive the goods in the second half of this year, we advise you

to give the order by return.
10. Goods ordered from this catalogue can be supplied only until stocks arc

exhausted.

C. Information about plice attd terms of palmenl
Our pice list is enclosed vrith this letter.
We enclose details of our terms and conditions of sale.
Full details of our terms are €nclosed with this letter'
We are pleased to quote you as follows ..
Prices are quoted fraDco Polish borderfob Polish port.
We allow 57o discount for bigger quantities.
Our prices are subject to 2 1/27o discount for cash paym€nt
No discount is granted
Our terms are cash within 10 days of the date of invoice.
Payment by Irrevocable Letter of Credit is requesfed
This oller is fiIm for 4 w€eks.
Pleas€ note that our ofl€r is valid for one month only

D. Closing lines.
L We are looking forward to your order which will have our best (immediate)

attention.
2. We hop€ that you will flnd our offer competitive and we are awaiting your

reply.
3. We hope that our products will meet your approval and we will have pleasure

of receiving yout order.
4. Should you need any further information, do not hesitate to write.

5. We hope to hear from you in due course

EXERCISES

I

Fill in the blanks ttith the giretl words
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L enclose, terms, sale, for, of, order, attention, sending.
Dear Sirs.
We thank you..... your enqui.y ..... 1oth June and we have pleasure in..... you the
price list as requested. We also..... details ofour..... and conditions of...... We look
forward to rcceiving your ..... which will have our most careful ......

2. item, samples, quoted, discount, representative, competitive, size, pleasure,
immediate, to, tdal, range. matedal.
Dear Mr Thomson.
Further to the visit ofa ..... ofEV Components Ltd. to your Company on July l5
we have...-. in sending you some descriptive ,..., concerning our standard,,,,. of
electronlc components,
The prices in ourlist are net, but wecan offer -.... by negotiation dependi[g on the
..... of orders.
We will be pleased to send ..... or to deliver goods on ...... We believe that you will
find our terms exceptionally..... and we would like to point out that we can
promise ..... delivery of any ..... from stock.
We look forward ..... your early reply.

II

Comptcte the Jbllowi g lette$:
1. Thank you forletter.-... June 5..... our typ€writers. Wecan..... a wide variety of

typewriters and we are -.... our detailed..... together with a..... list.
A11 items are in ..... enabling us to ..... despatch of orders ._... 10 to 14 days.
We hope that our... .- wil l  meet your -.. . .  and we are... . .  forward to... . .  your
order,

2- Our representative, Mr Hughes, has..... me that you are..... in our product.
L.... our catalogue and our..... pice list. Our..... ofpayment are: 20lo _.... v itr.in
30 days, or three months -.....
We hope to ..... from you soon-

3. Thank you for your ..... oI Seprember lst.
We -.... our telephone conversation this afternoon, in which you told we could
-.... the goods you requirc ...._ stock.
We.-...  forward to your order... . .  wil l  have our... . .  attention,

4. In rcply..... your telex....- cotton-insulated b€ll-wirewe are..... you the price list
you ...... We also ..... details of our terms and ..... of sale.
We would like to..... out that we can supply any..... of wire from..... to the exact
specification of your ......
We are looking ..... to hearing from you

It l

Put itt he missi g wo s:
1. We arc much obliged -.... your enquiry ..... 15th Apdl, and have pleasure .....

quoting you as follows.

-
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2. Thank you ..... your €nquiry ..... cassette taperecorders.
l. ..... separate cover we are sending you the full range ..... patterns ..;. various

colouls,
4. Our terms are cash ..... three months..... date..... delivery.
5. In the case ..... an ord€r ..... morc than 1000 pieces we would allow a special

discount .. . . .  57o ... . .  sett lement... . .  30 days.... .  date... . .  invoice.
6. The goods are ollered subject ..... receiving your confirmation ..... six days .....

date ..... this letter.
7. lf the goods meet ..... your approval, place an order ..... us ..... any delay.
8. W€ are not..... a position..... submit the requircd olTer.
9. All our goods are ..... stock and we can effect delivery ..... the second half .-... the

year.
10- We inform that we can supply all the qualities..... stock.

tv

Rewtile the folloving sentenceti
L Youcanseefrom the enclosed catalogue that our range of equipment is much

higher than last year.

2. Besides samples we are sending to you, we have a number of more expensive
fabrics that may int€r€st you.
In addition to .....

3. Please lorward the enclosed catalogue to our Lagos agent
The catalogue enclosed with your letter has been ....

4. We ar€ not able to promise d€livery from stock
We are not in a position .....

5. We would be obliged if you would quote us a pric€ for the supply of two
generato$,
We would be obliged if you give us quotation .....

6. We are prepared to g/ant an exta2ll2yo if you take an immediate delivery
We are willing .....

?. We have a very long waiting list for this model. We cannot guarantee delivery
un nexl year.
We have such ..... that .-...

8. If you don't place an order within 4 weeks we won't be able to effect deliv€ry
this year.
Unless ..-..

9. If your offer is competitive, perhaps we will place a substantial order.
If your offer is competitive w€ may .-..

10. W€ are thinking of signing a long-term contract.
We consider .....

11. If you require any further information, please write to us.
Should you .....
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12. Please note that our olTer is valid for one month only.
We would like to DoiDt out .....

Trcnslote the following sentences into Englishl
L Niniejszym zal4czamy nasz najnowszy katalog i cenniki.
2. Pel€n asortyment wzor6w zostal p[eslany oddzielna poczte.
3. Zgodnie z iyczeniem przesylamy ofert€ m 1000 lod6wek z dostawa

natychmiastowQ.
4. W przypadku zam6wienia na ponad 1000 sztuk udzielamy rabatu 57o.
5. Nasza oferta pozostaje wiezeca tylko przez 1 mi€si4c.
6. Je6li otrzymamy zam6wienie przed 1 czerwca, dostawa mo2e by6 zreali-

zowana do koica roku.
?. Potwierdzamy,2e b€&iemy mogli zrealizowa6 dostawg w ciagu 4 tygodtri od

otrzymania zam6wienia.
8. Mamy nadziejq,2e nasze towary bpd4 wam odpowiadaly.
9. Oczekujemy na otr4rmanie zam6wienia, kt6rego realizacja zajmiemy sig

Datychmiast.
10. Mamy nadziejg, ie uznacie nasze ceny za konkurencyjne.

vt
Write the letters of enqubyi
1. A customer has sent an inquiry for bathroom tiles. He wadts to get samples in 3

colours (white, blue and green) and he also asks for details mnceming pnce,
discount and delivery time. Wite an adrwer giving thefollotling idonnation.
Before you rtrite the letter put the item: i to coftecl orfut.

a. a visit of a reprcsentative might be useful to negotiate a contract,
b. discount depends on prompt settlement of accounts,
c. thanks for enquiry,
d. samples of mor€ than three requested colours have been already s€nt,
e. hope the customer will like the goods and vill place an order.
I price list enclosed,
g. delivery can start 8 weeks after the order has been rec€ived.

2. Mr Williams received the followiDg lette!:

D€ar Mr williams,
We have just received a large ordlr from abroad and \tould like to know the
following:
1. Can you supply us with 500 standard sewing machine spindles from stock?
2. Can you guarantee delivery to our warchouse withil 30 days?
As our order is urgent, we'd appreciate a rcply by retum of post.
Youas sincerely,
Jad6 Bolton
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The following are the maiD points of Mr Williams' answer:
a. normal delivery time for spindles is 60 days,
b. 500 spindles described are in stock,
c. ord€r must be received before 15th of this Eonth,
d. can guarantee delivery within 30 days,
e. this is a special favout to Ml Bolton,
I he has been a client for many Years,
g. look forward to rec€iviDg firm order,
h. hope these arrangements will be satisfactory.
Group the poihts together and then flrile the letter.

VII

Translate the following letters into English.
1. W odpowiedzi na zapytanie Pan6w z dnia 1988-05-15 donosimy uprzejmie,2e

moiemy zrealizowat zam6wienie w Zadanym terminie. Ceny podali6my fob
polski port. Warunki: nieodwracalna akredytywa otwarta w Banku Handlo-
wym w Warszawie. Oczekuj4c zam6wienia Pan6w pozostajemy, z powaia-
niem.

2. w odpowiedzi na zapytanie Pan6w dot. dostawy maszyn do szycia (sewing
machines) mamy przyjemnos. pEesla6 Panom katalogi wraz z dokladna
oferte. Towar moie by6 dostarczony w ci4gu 5 miesigcy od zloienia
zam6wienia. Niestety rabatu ni€ udzielamy.

vt
Expand the following into lette$:
1. Podzi€kowanie za z pylanie of€rtow€. Termin dostawy natychmiastowy.

Ceny cif polska granica. Zaplata: czQSciowa nieodwracalna akredytywa.
Zakoiczenie.

2. Potwierdzeni€ otlzymania zapytaDia o dostawp truskawek. Zgoda na sukce_
sywne dosta\ry w miesiacach czerwiec/4ipiec. Transport polskim samolotem.
MoAiwoS6 udzi€leDia rabatu przy zam6wieniach o wi€kszej warto6ci nii
s 5000.

3. Podzipkowanie za zapytaDie z dnia 7.3. Pzyjpci€ zam6wienia z dostaw4 ru
listopad niemoiliwe. Najwczesniejsza data dostawy styczei przyszlego roku.
Platl1osi 25% akredytywa. Nie ma oplat za opakowanie. Prosba o moiliwie
szybk4 odpowiedZ.

4. Odpowied' na zapytanie o dostawQ zestawu mebli do kuchni (kitchen set).
Podaj informacje dot. ceny, terminu dostawy i warunk6w platnosci.

5. Podzipkowanie za zapytanie. W odpowiedzi podaj wyczerpuj4co warunki, na
jakich zam6wienie moZe by6 zrealizowane.

6. Potwierdzenie otrzymania zapyt^nia. zbyt malo informacji, aby przesla6
ofert?. ProSba o dokladniejsze dane na temat towaru. W zal4czeniu
katalog.
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