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PART 1 
 

1. Read the texts and answer the following questions: 
1. What is business communication? 2. What is the purpose of business commu-
nication? 3. What is a business letter? 4. How does a business letter differ from a 
personal letter? 5. What are the most common types of business letters? 6. What 
should you pay attention to when writing a business letter? 7. What are the ma-
jor steps in business correspondence? 

 
BUSINESS COMMUNICATION 

Business communications is any communication used to promote an idea, a 
product, a service, or an organization – with the objective of creating value for 
business. There are several methods of business communication, including: 
web-base communication; e-mails, which provide an instantaneous medium of 
written communication worldwide; letters, faxes, memoranda; reports, which are 
important in documenting the activities of any department; presentations; 
telephone calls and telephoned meetings, which allow for long distance speech; 
forum boards, face to face meetings. 

 
BUSINESS LETTER 

A business letter is a formal means of communication between two people, 
a person and a corporation, or two corporations. Business letters differ from per-
sonal letters because they follow very strictly set rules of composition. 

The purpose of business writing is to inform the reader about what you 
want to get across or possibly persuade the reader to do something. When you 
write a business letter, make sure it is clear, concise, correct courteous, conver-
sational, convincing and complete. 

Before writing a business letter you always need to know exactly why you 
are writing and what you want to achieve. It is a good thing for your letter to be 
short and to the point. To achieve your aim you should know what type of letter 
you are writing. A business letter may be used to: make initial contact; arrange 
an appointment or meeting; confirm a verbal agreement; solicit new customers; 
make an enquiry; place, modify or cancel an order; make a complaint; request 
payment; acknowledge receipt of goods, information, payment etc.; make an of-
fer; apply for a job; make travel arrangements etc. So the most common types of 
business letters: acknowledgement letter; enquiry letter; order letter; complaint 
letter; apology letter; appreciation letter, etc. 

 
THE APPROPRIATE TONE AND STYLE 

The tone and style of the language used in commercial correspondence are 
extremely important since they reflect you and your company. Therefore, you 
should be both concise and courteous, a combination which, though not always 
easy to produce, will pay off in the end. It is extremely important to weigh the 
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effect your words will have on the reader. At times it may be necessary to be 
firm without being rude or offending your correspondent. 

Since the main aim of your letter, no matter what its specific purpose, is to 
do business, it should be organized in a business-like manner. When writing a 
business letter, you should always: a) make your letter easy to read and under-
stand; b) state the subject immediately; c) begin a new paragraph for each new 
idea; d) be sure your ideas are connected in a logical way; e) make it clear to 
your reader what should be done next. 

 
THE MAJOR STEPS IN BUSINESS CORRESPONDENCE 

Correspondence between buyers and suppliers in import-export trading 
usually follows the pattern below: 

The buyer, or importer, writes a letter of enquiry asking for the exporter's 
catalogue, price list, product samples etc. The supplier, or exporter, sends a re-
ply to the enquiry with the requested information, materials etc. In some cases, it 
is the supplier who makes the initial contact through an unsolicited offer or cir-
cular letter. The purpose of these is to attract the potential buyer by making spe-
cial, limited offers: discounts, easy terms of payment etc. If the importer is inter-
ested in the exporter's products and wants to do business, he may write a follow-
up letter asking for additional information about the terms of sale, or he may 
make special requests for discounts, modification of terms etc. 

The exporter replies by giving more details, accepting or refusing the im-
porter's proposal, making a counter-offer etc. If an agreement has been reached 
and the importer is satisfied, he will place an order. 

When the order arrives, the exporter sends a reply to confirm receipt, speci-
fying the estimated time of arrival of the goods and any other pertinent informa-
tion. The supplier prepares the order and then ships the goods or sees that they 
are sent through a forwarding agent. The buyer may acknowledge receipt of the 
order. 

It may occur that the buyer is not fully satisfied with the goods, due to an 
error in executing the order, damage, etc. In this case, the buyer writes a letter of 
complaint. If the supplier accepts responsibility for the error, his reply will 
probably consist of some proposal to put things right, or redress the situation 
(replacement of goods, discount, refund etc.). 

The supplier sends an invoice specifying the amount and date due. The 
buyer forwards payment according to the terms agreed upon in the terms of sale. 

Depending on the business relationship (if the two parties have already 
done business together etc.), shipment of the goods may take place before or af-
ter receipt of payment. If the buyer is late in paying the amount due, the supplier 
sends a series of payment reminders, requesting settlement of the outstanding 
amount. 

Cash flow problems can sometimes make it difficult for the buyer to meet 
the payment deadline, in which case he will request an extension. It is up to the 
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supplier to accept or refuse, but an effort is usually made to help the buyer 
whenever possible. 

 
2. Study the following phrases: 
Source of address/ Reference to previous contact 
Your name and address were given to us by ... 
You were recommended to us by ... 
Your company has been recommended to us by ... 
 ...suggested we contact you in relation to ... 
In response to your advertisement in ..., I am writing to ask if ... 
Further to our meeting/telephone conversation last week, I am writing to enquire 
about ... 
We thank you for sending us ... and we are now writing to enquire about ... 
During a visit to ... I was given ... and I am now writing to ask for further infor-
mation about ... 
With reference to your offer of 10th December, ... 
Following your quotation of June 1st ... 
Thank you for sending us ... 
Further to our meeting at ... on ..., we are writing to. 
 
Reference to enquiry 
Many thanks for your recent enquiry about ... 
Thank you for your letter of ..., enquiring about ... 
In reply to your enquiry of ... about ..., we ... 
With reference to your e-mail of ..., regarding ...  
 
Information about the writer’s company/business activity/products 
We are leading/the largest importers of ... 
Our company specialises in ... and we supply stores and individual shops across 
the country. 
We are a large manufacturing/firm, based in ... 
I am the (Purchasing) Manager/owner of ... 
As you know, we have a reputation for ... 
We have been operating in the/this market since… 
All our products comply with European standards and have a ... -year guarantee, 
... the products you are interested in are all in stock and can be dispatched on 
confirmation of the order. 
 
Specific details of request 
Please send us … 
We would be grateful if you could (quote EXW Hamburg). 
Would you mind sending us …? 
Would you be so kind as to let us know/have …? 
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We would be prepared to place an order worth over … Euro, on the condition 
that … 
We are interested in receiving … 
 
Sales terms/Specific request 
We are pleased to quote as follows: ... 
Our prices are quoted ... and we accept payment by ... 
For quantities in excess of ... we can offer a trade discount/special discount of ... 
We require payment at ... days from receipt of order. 
All orders are subject to our usual trade terms.  
We understand that your sales terms are ... and confirm payment by ... 
We accept your sales terms. Payment will be effected by ... at ... days. 
As specified, we will/agree to pay by ... 
As regards your sales terms, we are prepared to ..., but would be grateful if ... 
With reference to ..., we would like to request (that) ... 
As we explained ..., payment should be made by ... 
With reference to the sales terms, we are prepared to grant you ... 
We can guarantee delivery by ... 
 
Reference to enclosures 
We enclose our … 
Please find enclosed our … 
We are pleased to enclose our … 
 
Refusal of request 
I'm afraid we cannot/are not able to ... 
We regret to inform you that ... 
We regret that ...  
 
Reason for refusal  
This is due to the fact that the line has been discontinued. 
This is due to the fact that there has been an extremely large demand for these 
products. 
The reason for this is that the prices are already at the lowest possible level for 
export to the ... market  
 
Invitation to place an order 
We look forward to receiving your initial order and are confident that ... 
We hope that our offer will meet your requirements and look serving you in the 
near future. 
Please do not hesitate to contact us if you require further details. 
We hope that you will consider our proposal/offer and we ... 
Please let us know if you are therefore prepared to ... 
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Details of order/ Reference to order form 
We are pleased to place an (initial) order as follows: ... 
We have pleasure in placing the following order: ... 
We would like to place an order for ... 
We have decided to place an order, which you will find outlined on the enclosed 
order form. 
We are pleased to send you an order as outlined on the enclosed order form. 
 
Conditions of delivery 
With regards to delivery, the goods should be packed in ... and should be 
marked. 
We must insist on delivery by ... 
Delivery must be effected within 30 days of receipt of order. 
We would like to request immediate delivery as the goods are urgently required. 
Please have the goods shipped by the first available vessel to ... 
 
Reference to condition on which the order is made 
We must inform you that this order is conditional on you guaranteeing ... 
If you cannot ..., we shall be compelled to ... 
If you are unable to ..., please ignore this order. 
The order is subject to delivery by … 
 
Reference to order 
Many thanks for/Thank you for your order of 15th May ... 
With reference to your order of 8th June, I am/We are writing to …  
Thank you for your e-mail/letter of, ... relating to our order No 
I am writing in response/with reference to your letter of ... regarding our order. 
Thank you for your reply to our order No .... in which you inform us that ... 
We are writing to inform you that ... 
 
Confirmation of execution of order  
I am/We are pleased to supply the items requested. 
We are pleased to confirm that all the goods are in stock and … 
As we do understand your requirements, however, we are prepared to offer you. 
As the new product is slightly more expensive/the demand for ... is increasing 
rapidly/our sales of ... have been rather poor lately, we would be grateful if you 
would increase/reduce/modify our order for ... from ... to ... items. 
Owing to a present slump (boom) in trade/the urgent demand for this product, 
we would like to request that our order be increased/reduced to …  
Unfortunately, our sales of ... have been rather poor recently, due to ... and we 
would therefore like to reduce our order ... 
We would like to modify our order as follows ... 
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Refusal/Reason for inability to execute the order  
Unfortunately, due to ..., we regret to inform you that we cannot meet your re-
quest for ... 
We regret to have to decline your conditional order as we cannot grant you a ... 
We are afraid that/We regret that … we are unable to fulfill/process your order 
at present, 
As … you are unable to deliver the goods within the time specified/we are un-
able to accept your proposal/the consignment is urgently required, we regret to 
inform you that we are obliged to cancel this order. 
Unfortunately, (due to unforeseen circumstances), we are now obliged to cancel 
this order. This is because of a slump in trade for this product/our company has 
been taken over by/our market cannot stand such high prices. 
Regrettably, we must now ask you to cancel the order 
 
Counteroffer/Suggestion 
We would be able to ... 
May we propose that you ... for this initial order. 
May we suggest ...? 
We will contact you again as soon as we have ... 
As we feel that ..., we invite you to reconsider your decision  
 
Request for confirmation  
We would be grateful if you could let us know your decision as soon as possible, 
to enable us to process the order without further delay. 
Please let us know if you are willing to accept … 
Please (fax us to) confirm that you have received these instructions and that you 
are now able to execute the order. 
We would be grateful if you could let us know your decision/confirm these 
changes/this modification as soon as possible. 
I/we look forward to receiving your reply as soon as possible. 
We look forward to an early reply. 
I look forward to receiving your reply by return. 
Please fax us/send us an e-mail to confirm that …  
We look forward to a favourable reply together with confirmation that the order 
will be promptly executed. 
 
Reference to future business  
We can assure you that our usual care and attention will be given to your order 
and we look forward to hearing from you again in due course. 
We look forward to receiving further orders from you in due course. 
We apologise for the inconvenience that this will cause you and … 
We apologise for any inconvenience caused and hope that … 
We are still interested in doing business with you in the future and look forward 
to receiving your next catalogue and price-list. 
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We hope that this letter will form the start of a mutually advantageous business 
relationship. 
If you can guarantee prompt delivery and regular supplies, we are likely to place 
regular orders with you. 
If you can guarantee the quality of your goods, we would be willing to place a 
trial order. 
We/I look forward to a prompt/early reply, so that we can … 
We/I look forward to receiving … as soon as possible. 
An early reply would be appreciated so as to enable us to … 
 

PART 2 
EXERCISES 

Enquiries 
 

1. Form complete sentences by matching phrases from the two columns. 
1. With reference to your advertise-
ment in a recent issue of The 
Economist, 
2. We would greatly appreciate 
3. We look forward 
4. We are a newly established chain 
of department stores, 
5. A prompt reply 
 
 

a) to doing business with you in the 
near future. 
b) we are interested in your line of 
products. 
c) and would like to have more in-
formation about your company's 
products. 
d) if you could send us your current 
price list. 
e) would be greatly appreciated 

 
2. Put the following expressions in order. 
a) Yours faithfully, 
b) your most current catalogue and price list 
c) We look forward 
d) We would be very grateful if you could send us 
e) Gentlemen: 
f) to doing business with you in the near future. 
g) concerning your line of fax machines. 
 
3. Use these expressions to complete the letters below.  
A) - please inform us; 
- information concerning; 
- we look forward to; 

- price list; 
- to doing business with 
you in the future; 

- we would greatly ap-
preciate; 
- a prompt reply. 

 
Dear Sir/Madam, 
… if you could send us … your recent line of products and … .  
We hope for … and look forward … . 
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Yours faithfully, 
M. Bright 
 
B) - with reference to; 
- we would appreciate; 
- are interested; 

- you have been recom-
mended to us by; 
- please inform us; 

- would be appreciated; 
- are interesting. 

 
Dear Mrs Brown, 
 … your insert in The Gardener, we … in receiving more information concern-
ing your redwood shelves. 
 … if you have an export manager, and if your products are guaranteed abroad. 
An early reply … . 
Yours sincerely, 
Mike Bright 
 
4. Complete these letters by filling in the blanks with an appropriate ex-
pression. 
A) Dear Sir, 
With … your insert in the Financial Times, we are interested in receiving … 
concerning your fabrics. 
We would be grateful …your most recent price list. 
We look forward to … . 
Yours faithfully, 
M. Bright 
 
B) Gentlemen: 
Your firm … to us by the Sales Director at Johnson &Co ... 
We are a firmly established chain … automobile components, and are interested 
… more information concerning your range of exhaust pipes. 
Please send us … .  
… doing business with you in the near future. 
Sincerely,  
M. Bright 

Replies to Enquiries 
5. Form complete sentences by matching expressions from the two columns. 
1. We acknowledge 
2. In reply to your letter of en-
quiry concerning our funds, 
3. We are pleased to send fur-
ther details 
4. We would like to 
5. We feel sure 
6. Please 

a) we are sending a brochure. 
b) do not hesitate to contact us for further in-
formation. 
c) you will find our prices extremely com-
petitive. 
d) concerning our latest line food processors. 
e) receipt of your enquiry. 
f) draw your attention to our special offer 
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6. Put the following expressions in order to reconstruct two replies to en-
quiries. 
A. a) We are enclosing samples of our covers for your inspection. 
b) Please contact me for any additional information. 
c) We feel sure you will find them to be of top quality. 
d) Our company is proud to be among the nation's leading plastic suppliers. 
e) Dear Sir, 
f) We hope to do business with you in the near future and look forward to re-
ceiving your order. 
g) Sincerely, 
h) Thank you for requesting samples of our latex covers. 
 
B. a) I look forward to welcoming you as a Mercury customer in the very near 
future. 
b) Thank you for your recent enquiry about the Mercury residential telephone 
service. 
c) I have also enclosed an application form. 
d) We are delighted to send you all the details. 
e) enclosures: personal code number application form 
f) Dear Mrs Henry, 
g) John Green 
h) P.S. If you are in London, you can see the range of Mercury Compatible tele-
phones at the Mercury Customer Centre, 67 Theobalds Road, London, C1X 8SP 
(near the Holborn Tube). 
i) Yours sincerely, 
 
7. Complete the letters below by using the expressions in the box.
A )  -  to do business with you; 
- do not hesitate to contact me; 
- regarding; 
- of your enquiry; 

- to hearing from you; 
- for your letter; 
- are pleased to enclose. 

 
Dear Sir/Madam, 
We thank you … of May 12 requesting information … our line of dishwashers. 
We … our current catalogue and price list. 
Please … for any further queries. 
We look forward … in the near future. 
Yours faithfully, 
M. Bright 
 
B) - do not hesitate to contact me; 
- regarding; 
- for your letter; 
- require any further information; 

- receiving your order soon; 
- to your letter of enquiry; 
- are pleased to enclose; 
- our latest line. 

11

Эл
ек
тр
он
на
я б
иб
ли
от
ек
а 

Бе
ло
ру
сс
ко

-Р
ос
си
йс
ко
го 
ун
ив
ер
си
те
та



Dear Ms Burger, 
In reply … concerning our sportswear, we are sending a brochure with … of 
jogging suits and tennis outfits. 
Please let us know if you … . 
We look forward to … . 
Sincerely, 
M. Bright 
 
8. Fill in the blanks with an appropriate expression. 
1. We … of your letter of enquiry and thank you very much. 
2. Thank you for your letter of June 4th … our current price list. 
3. We are pleased to send information … our line of personal computers. 
4. We … order forms for your inspection. 
5. We are pleased to enclose  … of our products for your inspection. 
6. We … to doing business with you in the near future. 
7. We look forward … from you soon. 
8. Please … if you need any additional information. 
9. Do not hesitate to contact me for  … . 
10. We feel sure … satisfied. 
 

Follow-up Replies 
9. Match the following expressions  to obtain ways for requesting conditions 
of sale and terms of payment and delivery. 
A) 1. Please give us a quotation 
2. Please include details 
3. Will you please let us know 
4. We require for immediate delivery 
5. We would like to know your 
prices in 
6. We would be grateful if 
7. Kindly send us your  
8. Will you be able 

a) for the following items. 
b) USD EXW. 
c) your prices for these articles. 
d) 30 fittings. 
e) you could forward us your best 
terms. 
f) concerning your terms of sale. 
g) exact delivery dates. 
h) to supply us within the next 15 days? 

 
B) 1. We were very happy 
2. Please note that 
3. Please allow 
4. We thank you for your letter dated 20 May 
5. All shipping and insurance costs 
6. We are pleased to inform you that we are in a position 
7. Delivery will be made 
8. Prices quoted are subject to 
9. Our usual terms are by 
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a) irrevocable letter of credit confirmed by a major German bank. 
b) 30 days for delivery. 
c) are at the buyer’s expense. 
d) to receive your  invitation to quote. 
e) enquiring about our stock availability. 
f) a 5% discount for large orders. 
g) to supply the items you require immediately. 
h) within 90 days upon receipt of order. 
i) our prices are EXW Hamburg. 
 
10. Use the expressions to complete the letters below.  
A) - to doing business; 
- if you can supply us with; 
- an early reply; 
- our delivery requirements; 
- please inform us; 

- acknowledge receipt; 
- within 
- your best terms; 
- forward us 
- thank you. 

 
Dear Sir, 
We … of your catalogue for which we thank you. We would like to know … the 
following items … a fortnight. 
3, 000 boxes of pens 
1, 000 boxes of erasers 
4, 000 boxes of pencils 
Please send us …  . As we will soon be supplying the major stores in our region, 
we hope that you can meet … and look forward … with you regularly. 
Sincerely, 
Mike Bright 
 
B) - by letter of credit; 
- EXW Hamburg 
- we can quote 
- your invitation to quote 

- please allow 
- we require payment 
- after receipt of order 
- the following items at the prices below 

 
Dear Mr Brown, 
We were happy to receive … dated May 15th.  
We are please to quote … : 
1, 000 boxes of pens,   Ref. No. 776655      20 EURO/box 
2, 000 boxes of pencils,   Ref. No. 776656     14 EURO/box 
Please note payment via sight draft through your bank or … . 
Delivery will be made 30 days … . 
We look forward to hearing from you soon and assure you that your order will 
be dealt with promptly. 
Sincerely, 
Mike Bright 
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11. Each of the section below contains excerpts from three different letters. 
Reconstruct the three letters (1, 2, 3) by choosing the appropriate elements 
from each section (salutation, introduction, development, conclusion). 
1. a letter written by Susan Tailor, who is interested in finding a regular supplier 
of shoes, and sent to Leather Goods Inc. She is requesting a discount if payment 
is made when the goods arrive instead of the usual 30 days this supplier allows 
2. a letter written by Alex Morgan, who wishes to buy large quantities of milk 
products, and sent to the director of  Dairy Ltd. is hoping to be granted a dis-
count if he places a substantial order 
3. a letter written by Clair Holmes to  F. Rossi, of Wines International, request-
ing a modification of the delivery terms specified in their reply to her first en-
quiry. (EXW Florence) 
 
Salutation 
a) Mr Rossi, 
b) Dear Sir/Madam, 
c) Dear Mr North, 
 
Introduction 
d) Thank you for your reply to my enquiry about your payment and delivery 
terms. 
e) Your firm has been recommended to us by Leather Goods. We are looking for 
a long-term supplier of leather shoes. 
f) We are an import-export firm dealing in food and drinks. We cater to bars 
and restaurants of the area. 
 
Development 
g) As your catalogue prices are slightly higher than our current supplier's, we 
would like to know if you would be willing to offer us a 4 % discount for cash 
on delivery. 
h) We are interested in ordering large quantities of milk products before the 
summer season. Please give us your best terms for large quantity purchases. 
i) Would you be willing to change your delivery terms to Delivered Duty Paid? 
My retail outlet is 100 miles north of San Francisco, and I know of no reliable 
freight companies. I understand that this is more costly for you and therefore 
would be willing to forego the usual 5 % discount you allow for payment within 
30 days. 
 
Conclusion 
j) We look forward to a favourable reply. 
k) We hope for a favourable reply so that we can place a large order as soon as 
possible. 
l) I look forward to receiving a prompt and favourable reply. 
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Favourable and Unfavourable Replies 
12. Which of these expressions would be appropriate to announce: 
a) a favourable reply to a special request? 
b) an unfavourable reply? 
c) a counter-proposal or alternate solution? 
In some cases, an expression may be suitable for more than one situation. 
We very much regret ... 
We are pleased to ... 
Much to our regret, ... 
It is with pleasure that we inform you ... 
We are willing to allow you ... 
Unfortunately, ... 
We are in a position to ... 
What we can offer is ... 
We are extremely sorry to inform you 
that ... 

We regret having to ... 
We are glad to ... 
We shall grant ... 
We could grant ... 
We suggest you ... 
It is with regret that ... 
We can allow you ... 
We have pleasure in advising 
you…

 
13. Below is a letter from Colin's Hardware Inc. to an import/export com-
pany dealing in nails, requesting a special discount. Use the expressions be-
low to fill in the blanks. Some expressions will not be necessary. 
A) - as; 
- upon receipt of order; 
- look forward to; 
- concerning your line of; 
- I require; 
- acknowledge receipt; 
- current supplier; 

- thank you; 
- delivery requirements; 
- delivery times; 
- be willing to change; 
- grant me a discount; 
- regular customers; 

 
Dear Mr White, 
… for your reply to my enquiry … steel nails. 
I am dissatisfied with my … who is unable to guarantee … . 
… the construction business is brisk in this area and turnover high, … frequent 
and regular deliveries. 
Would you … your delivery terms to 30 days … ? 
I hope you can meet my … and look forward to becoming one of your … . 
Sincerely, 
M. Brown 
 
B) - consequently; 
- we are willing; 
- we regret to advise you that; 
- as we would like to do business with you; 
- although; 

- because of; 
- it is with pleasure that; 
- however; 
- we await further instructions; 
- what we could do. 
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Dear Mr Miller, 
Thank you for your letter dated April 20. We appreciate your interest in our line 
of electrical devices. 
… it is our desire to meet your demands, … we cannot offer any discounts for 
the time being. Unfortunately, prices have risen significantly, and  … our profit 
margin is already minimal. 
However, … on a regular basis, … payment in three monthly instalments. 
We hope that these conditions will suit you and … . 
Sincerely, 
Simon Gordon 
 
14. Complete the following sentences with the information in parenthesis. 
1. We would like to know … (request a discount for large orders) 
2. Would you be willing … (request modification of delivery terms)? 
3. (acknowledge receipt of terms of payment) … or which we thank you. 
4. However, as we have received more advantageous offers, would you … (re-
quest discount)? 
5 .  ( express thanks for reply to letter of enquiry) … concerning delivery times. 
As our stocks are very low, would it be possible ... (request delivery within two 
weeks).
 
15. Look at the outline below (1-9) and put the letter in the correct order. 
1. refer to previous correspondence or contacts 
2. express satisfaction 
3. specify order 
4. state delivery requirements 
5. give packing instructions 
6. give transport instructions 
7. specify terms of payment 
8. urge care in fulfilling order 
9. request confirmation 
 
a) We hope to receive your confirmation promptly. 
b) Therefore, please supply us with 1,000 boxes of pens. 
c) With reference to our phone call of June 10, 
d) Please see that the goods are packed in wooden crates according to enclosed 
instructions. 
e) Regarding payment, we will forward a banker's draft upon receipt of your 
pro-forma invoice. 
f) I am pleased to advise you that we find your prices very competitive. 
g) Delivery must be effected no later than July 10. 
h) Kindly have the goods sent through our regular shipping agents. 
i) Please ensure that this order is fulfilled according to our instructions, so that 
we may place substantial repeat orders. 
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16. А) Divide these expressions into three categories, depending on where 
they should appear in an order: introduction, development and conclusion. 
- payment is by Bill of Exchange at 60 
days; 
- to confirm our order made by e-mail; 
- this shipment should be adequately in-
sured; 
- you could provide for adequate insur-
ance coverage; 
- in which we enquired about your ex-
port prices; 
- to have the cases on board the first 

available vessel; 
- kindly advise us; 
- kindly ensure that the goods are of 
the same quality; 
- we propose settlement of your in-
voice; 
- we trust you will fulfill this order; 
- as we have found your prices rea-
sonable; 
- please refer to. 

 
В) Use the above expressions to complete this letter.  
Dear Mrs Dougas, 
… on May 20, we are pleased to pass you the enclosed order. … as the samples 
we examined at your stand last month at the Fair in Hamburg. 
Please arrange … . As regards insurance, we would be glad if … and charge the 
cost to us. As no mention of preferred terms of payment has been made, … by 
Letter of Credit. For any information you require regarding our solvency, … the 
National Bank, London. 
… promptly and with utmost care. … when goods are dispatched. 
Yours sincerely, 
B. Crown 
 
17. Use the following expressions to complete the letter. 
A) - thank you for your reply; 
- it is understood; 
- we will forward a banker’s draft upon 
receipt of order; 
- are to be dispatched; 
- we have decided to take advantage of; 
- that you will pack the goods correctly; 

- with reference to our phone call of 
March 15; 
- supply us with; 
- regarding payment; 
- to return any goods; 
- your advice of dispatch promptly; 
- from receipt of order. 

 
Dear Sirs, 
… of December 10. As your line of winter coats seems both fashionable and of 
top quality, … your special sale. 
Please …: 
 100 coats at 200 Euro each 
As the winter season is already in full swing, we require prompt delivery. We 
will be compelled … which do not arrive within the agreed delivery deadline of 
two weeks … . 
We trust … to avoid damage in transit. The goods … by truck. 
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… that the invoice is to be settled D/P. 
We look forward to receiving … . 
Yours faithfully, 
M. Bright 
 
B) - in order to take advantage of your 
discount; 
- the consignment; 
- we have decided to take advantage of; 
- we feel sure that; 
- we will make substantial renewals; 

- delivery must be made within; 
- of your proforma invoice; 
- further to our telephone conversa-
tion; 
- to place a trial order for; 
- as regards insurance. 

 
Dear Mr Miller, 
…, we thank you for allowing us an extra 4% discount for early payment. … 
your line of furniture will become popular with our customers. 
We would therefore like … 20 sofas, priced at 300 Euro each. 
The terms we agreed on with your representative, Mr Green, are as follows: 
… 20 days after payment.  … is to be forwarded by scheduled freighter. … we 
will see that payment is made within 20 days from receipt … . We hope that this 
first trial order will be dealt with promptly and carefully. …if your products 
prove successful. 
Yours sincerely, 
M. Bright 

Executing the Order 
18. Complete the letters with the expressions given below.  
A) - we assure you that your order; 
- the amount of our proforma in-
voice; 
- further orders from you; 
- will be dispatched; 
- from stock; 

- is covered against all risks; 
- according to your instructions; 
- further to your letter; 
- to accept your order; 
- we acknowledge receipt of; 
- you may rely on us to. 

 
Dear Sir, 
… of April 20, we are pleased to be able … . 
We can supply the articles you requested … . 
We assure you that the goods will be packed … and dispatched by truck. We 
will see that your order … . 
Please arrange for a transfer covering … . 
… will be given our utmost attention, and look forward to receiving … in the 
future. 
Yours faithfully, 
Kate Brown 
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B) - to confirm your order; 
- is to be settled; 
- to carry out your order; 
- we remind you; 
- we have received your order; 

- you may rely on us; 
- checking our stocks; 
- thank you for; 
- our prices reasonable. 

 
Gentlemen: 
… the above order. 
We are pleased that you find … .  
We are currently … and will confirm your order before next week. 
… that our invoice … by irrevocable L/C. 
You may count on us … according to the terms stated in our catalogue. 
Sincerely,  
J. Clemens 
 
19. Complete the following letters with appropriate expressions. 
Dear Madam, 
We … your order No. 2637X. 
We are glad to hear that … with the performance of our products. We are cur-
rently checking that the parts you requested are still available, and … . 
We remind you that … . 
You may rely on us  … the terms specified in our offer. 
Yours sincerely,  
H. Crown 
 
Dear Mr Brown, 
Thank you … No. 987V. We are glad that you find our products satisfactory. 
We are pleased to … and can supply you with the articles from the stock. 
We assure you that the goods will be packed … and … by air. 
… by bank transfer. 
You may rely on us … .  
Yours sincerely, 
C. Johnson 
 

Inability to Execute the Order 
20. Match the expressions in the two columns. 
A) 1. We regret 
2. Much to our regret, we 
3. We are sorry to 
4. We regret to advise 
5. Unfortunately, we are 
a) inform you that the agreed de-
livery time cannot be respected. 

b) must inform you that we cannot fill your 
order according to your requests. 
c) you that we are not in a position to ac-
cept your order. 
d) that we are unable to forward the goods 
you ordered.  
e) obliged to change our conditions of sale. 
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B) 1. Owing to a shortage of assem-
bly-line workers,  
2. We are experiencing economic 
difficulties,  
3. Because of insufficient demand, 
the article 
4. Because bad weather conditions 
5. Given the political instability in 
the region 

a) is no longer available in the colour 
you requested. 
b) that article is temporarily out of stock. 
c) trade relations with that country have 
been cut off. 
d) make shipping times longer, we are 
forced to delay deliveries. 
e) and therefore cannot accept orders 
that are not pre-paid. 

 
C) 1. If you are willing to accept a 
later delivery, 
2. We suggest you 
3. We therefore suggest waiting 
4. We can offer a similar model 
5. We would suggest 

a) delivery by air.  
b) at the same price. 
c) we will give your order priority.  
d) for stocks to be replenished. 
e) apply to our distributor in that area, 
Jobs and Co. Ltd 

D) 1. Please let us know if 
2. We apologise for 
3. Should you decide to accept our 
new conditions,  
4. We will contact you as soon 
5. Please let us know 
 
 

a) we assure you that we will execute 
your order with our usual care. 
b) the article we have suggested as a 
substitution satisfies you. 
c) if you wish to confirm your order. 
d) the inconvenience and hope to be able 
to serve you in the future. 
e) as the article is back in stock. 

 
Cause and Effect 

21. Match the cause with the corresponding effect.  
CAUSES  
1. there has been an unexpected demand for that item; 
2. our parts supplier has gone out of business; 
3. we have many commitments to meet at the moment; 
4. the recent truckers strike; 
5. our stock are low; 
6. circumstances beyond our control; 
7. recent changes in federal trade restrictions; 
8. exorbitant import duties; 
9. a backlog in our Orders Department; 
10. the unforeseen increase in export fees. 
 
EFFECTS 
a) we cannot forward the quantities you requested; 
b) it is completely sold out; 
c) we require an additional 10 days to process your order; 
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d) we cannot meet your delivery deadline; 
e) we require payment at sight; 
f) we no longer export outside Europe; 
g) shipping expenses are no longer included 
h) that item has been discontinued; 
i) we cannot grant the usual discount;  
j )  our prices must be updated. 
 
22. Fill in the blanks with one of the expressions below. 
A) - therefore; 
- we regret; 
- within 60 days; 
- however; 
- we trust; 

- our stocks; 
- to serve you; 
- thank you for; 
- delay in shipping; 
- with the quantities you 

require; 
- await your instructions; 
- unexpected demand;  
- for the renewed interest 

Dear Madam, 
We … your order No. 32, which we received this morning. We are grateful … 
you have shown in our line of tablets. 
… to inform you that we cannot supply you … . Due … for the Model A, … are 
extremely low at the moment. 
We suggest … that you accept half the quantity requested immediately. The 
second half should be available … . 
… this will not be too great an inconvenience to you, and … . 
Sincerely, 
M. Bright 
 
B) - however; 
- satisfied with the performance; 
- as of 1 May; 
- if you find this proposal reasonable; 
- any inconvenience; 
- fill the above order; 

- your order no.876; 
- due to; 
- recent VAT increase; 
- as soon as; 
- grant you the discount. 

 
Dear Sir, 
Thank you for your letter of 15 May with … . 
We are pleased that you continue to be …  of our electric saws. 
We regret to advise you that, due to the … we have been obliged to raise our 
prices by the same amount … . 
…, since you have been a loyal customer for so many years, we are willing to … 
at our former prices, but cannot … you usually receive. 
Please let us know … . 
We apologise for … this may cause. 
Sincerely, 
M Bright  
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23. Find suitable expressions to complete the letters below. 
A) Dear Mr Bright, 
… for our saws. 
… for the interest you show in our products. 
Unfortunately, … that we cannot offer you the set at the prices … . Labour costs 
have risen significantly, forcing us to increase our prices. 
Enclosed are the ne prices for … . We hope that you will still find them reason-
able. We … at 60 days for this particular order. 
Please let us know … your order at the new prices. We look forward … . 
Yours sincerely, 
L. Bell 
 
B) Dear Madam, 
… which we received … . 
Much to our regret, … . Owing to an unexpected amount of orders, … . 
However, production has been stepped up and we expect to have the items back 
in stock … . 
… for the inconvenience, and we assure you that … as soon as the situation is 
resolved. 
Yours faithfully, 
 

Modifications or Cancellations of Orders. Requests 
24. Make sentences by matching the expressions in the two columns. 
1. We would like 
2. We regret that we 
3. We would be very much obliged 
4. If you have not yet processed our 
order, 
5. We hope 
6. We hope that you are 
7. We trust that you will 
8. We thank you for your 
9. We would like to apologise 
10. Would you kindly 

a) understanding in this matter. 
b) if you could change our order. 
c) that you can agree to this. 
d) for the inconvenience this may cause. 
e) in a position to grant us this request. 
f) understand our position. 
g) to modify our order, if possible. 
h) please delay shipment until further 
notice. 
i) must cancel our order. 
j) modify our orderas follows … 

 
25. Fill in the blanks with the expressions below.  
A) - for any inconvenience 
- we are pleased 
- due to 
- in the 
- given our long-standing relationship 
- to meet our requirements  

- Yours faithfully 
- postpone the other two shipments 
- on 
- Sincerely 
- we would 
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Gentlemen: 
… May 10th we placed Order No. 114 with you for 300 V-belts to be delivered 
in three monthly instalments. 
… to inform you that the first shipment has arrived safely. 
However, … an unexpected drop in demand for this item, we find that our pre-
sent stock is sufficient … for the next 60 days. Therefore, we would be grateful 
if you could … until further notice. 
I hope that, .. , you can agree to this, and I am extremely sorry … it may cause. 
… 
 
B) - we trust you will 
- dated 
- would you kindly modify 
- for your understanding 

- we would like to apologise 
- refer to 
- are obliged to 
- further to 

 
Dear Sir, 
We … our Order No. 79, … May 15, for your 3-ring folders. 
Unfortunately, due to an error in inventory, the above order is incorrect. 
Therefore, … order as follows: 
 2000 blue plastic 3-ring folders, cat No. K-4, instead of 4000. 
… for the inconvenience this may cause, and thank you … . 
 
26. Finish the following sentences appropriately. 
1. Because there has been an unexpected drop in demand for this item since our 
last order, … . 
2. We are currently experiencing major economic difficulties and cannot meet 
our commitments. Therefore, … . 
3. Due to circumstances beyond our control, … . 
4. As our present stock is sufficient to meet our requirements for the next 
60 days … . 
5. Given that our clients have changed their requirements … . 
6. Due to an error in our inventory, … . 
 
27. Find appropriate expressions to complete the letters below. 
A) Dear Madam, 
On May 15, … for 30 pumps. However, … we find that our present stock is suf-
ficient for the time being. Therefore, … instead of 30. 
We trust you … and apologise for … . 
Yours sincerely, 
 
B) Dear Mr Collins, 
… our Order No. 57, dated … , for … . Unfortunately … we would like to mod-
ify our order. Please send us … instead of … . We … and … . 
… 
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Modifications or Cancellations of Orders. Replies 
28. Match the appropriate expressions in the two columns.  
1. While it is our wish to satisfy 
you, 
2. We were sorry 
3. We are pleased to 
4. We hope that our proposal 
5. We await 
6. We refer to your recent letter 
7. Unfortunately, present circum-
stances do not allow us 
8. We trust that you will find 
9. However, we are willing 

a) will give you time to resolve your 
current situation. 
b) to cancel your order. 
c) further instructions. 
d) requesting us to modify the quanti-
ties indicated in your order. 
e )  to hear of your present difficulties. 
f) our proposal acceptable. 
g) to send you the consignment in two 
instalments. 
h) we regret that we cannot grant you a 
favourable reply.  
i) be able to honour your request 

 
29. Use the expressions below to complete the letter.  
- refer; 
- of the items you require; 
- with the execution; 
- acknowledge receipt; 
- with pleasure; 

- of its safe arrival; 
- to grant your request; 
- we have pleasure; 
- asking us to modify. 

 
Dear Ms Bolton, 
We … of your letter of January 15,  … your order. 
… to inform you that we are in a position .. .We have a large stock … on 
hand and can have them ready for immediate delivery. 
We trust you will be fully satisfied … of your order, and hope to hear … . 
Sincerely yours, 
M. Bright 
 
30. Complete the following sentences with an appropriate beginning or end. 
1. … to honour your request. 
2. … because the goods you ordered were made specially to meet your require-
ments. 
3. … since the goods have already been handed over to our forwarding agents. 
4. … given that we are currently experiencing economic difficulties ourselves. 
5. However, we are willing to … . 
 
31. Find appropriate expressions to complete the letters below. 
A) Dear Mr Claris, 
… your letter of … , asking us to … . 
We are pleased to … , and we can … .  
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We trust …, and look forward to … . 
Yours sincerely, 
M. Bright 
 
B) Dear Mrs Norton, 
We refer to …, requesting us to … . We were sorry … . 
Unfortunately, … . Your order … . 
However, … to offer you a 5% discount on the total amount of your order. 
We hope that this will help you resolve your current situation, and … . 
Yours sincerely, 
M. Bright 

Complaints 
32. Put the following in order to form letters of complaint. 
A) Dear Sirs, 
1. The automatic single-sheet paper feeding mechanism on both printers jams 
easily. 
2. We await your instructions by return. 
3. This is a major inconvenience since we ordered this printer for its single-sheet 
feed feature. 
4. It is our opinion that there is a defect in manufacturing. 
5. Unfortunately, we have tested the goods and are disappointed by their per-
formance. 
6. We are not willing to keep the goods and would be grateful if you could let us 
know what to do with them. 
7. We have received the shipment covered by your invoice No. 355. 
Sincerely, 
M. Dickson 
 
B) Dear Mr Bright, 
1. This is an inconvenience since we do not usually stock this article. 
2. Therefore we are returning the goods for replacement. 
3. Apparently, there has been a mistake in your shipping department. 
4. We are referring to the goods covered by your Invoice No. 534 which we re-
ceived today. 
5. We are in urgent need of these items, and would be grateful if you could send 
them as soon as possible. 
6. We regret to inform you that you have sent us 500 seven-centimetre solid pine 
doors instead of the 500 eight-centimetre doors which we ordered. 
7. We look forward to receiving a prompt reply. 
Sincerely, 
Mary Crown 
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33. Form sentences using expressions from the two columns. 
A) 1. We have received 
2. We regret to inform you that 
3. We are surprised that we have not 
yet 
4. It would appear that there has 
been 
5. We will return the consignment 
 

a) one of the desks you sent us was 
damaged. 
b) a mistake in your shipping de-
partment. 
c) as soon as we hear from you. 
d) the shipment covered by your in-
voice No 119. 
e) received the goods. 

 
B) 1. We ordered according to our 
requirements, 
2. If you are not in a position to de-
liver immediately, 
3. Please credit us 
4. We insist that you 
5. We are writing in connection with 
 

a) the above order. 
b) with the value of the returned 
goods. 
c) execute the order without any fur-
ther delay. 
d) and cannot accept any surplus 
stock. 
e) we will have to cancel our order. 

 
C) 1. We were disappointed to find 
2. The goods are now 
3. It is our opinion that the packing 
used 
4. I can only assume your forward-
ing agent 
5. We request that you 

a) made an error. 
b) was inadequate. 
c) two weeks overdue. 
d) that the quality was not up to 
standard. 
e) send us a refund for the defective 
items. 

 
D) 1. We can only accept the goods 
2. We trust this will not recur, 
3. If you could deduct 2500 Euro 
from our next order, 
4. We are prepared to keep the goods 
on 
5. Please let us know 
 

a) we feel this would settle the mat-
ter. 
b) a sale-or-return basis. 
c) at a substantially reduced price. 
d) otherwise we will be compelled to 
cover our needs elsewhere. 
e) if you can guarantee delivery 
within the next week. 

 
34. In pairs, discuss the following situations (1-5), then decide which of the 
requests listed below (a-e) would be most appropriate for each. 
1. Delivery is now 10 days overdue, but this is the first time you have had prob-
lems with this supplier. 
2. This is your first dealing with this supplier. The original conditions guaran-
teed delivery within three weeks. You placed the order 6 weeks ago, and have 
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not yet received advice of despatch. 
3. It is April 1st. Your special order is now two weeks overdue and you 
have had no news from your supplier. If you do not receive the goods within a 
few days, it will be too late to sell them at full price. 
4. An order you placed 5 weeks ago has finally arrived, two weeks overdue, On 
checking the goods, you find that half of the shipment is missing. This is the 
second time in the past 6 months that this supplier has executed your order 
incorrectly. 
5. Four months ago, you made a pre-paid order for a large supply of nuts from 
an Australian exporter that was recommended to you by the Australian Chamber 
of Commerce. In spite of your first letter of complaint which you sent last week, 
you have had no news of your order. 
 
a) Unless we hear from you within 10 days, we will be forced to take legal ac-
tion. 
b) If you are not in a position to deliver immediately, we will have to cancel our 
order. 
c) We cannot continue to do business with you unless you are able to execute 
further orders more carefully. 
d) Please let us know immediately if you can guarantee delivery within the next  
week. 
e) We insist that you execute the order without further delay. 
 
35. Complete the following sentences. 
1. On unpacking the goods, … 
2. I was disappointed to find … 
3. Unfortunately, some of the goods … 
4. We have had no news so far … 
5. It would appear that this is due to … 

6. … we have already paid for this order. 
7. … as our stocks have run very low. 
8. … at your expense. 
9. … at a substantially reduced price. 
10. … we will have to cancel our order. 

 
36. Complete the following. 
A) Dear Sir, 
We have received the shipment … . 
Unfortunately, we regret … the samples we examined. 
However, we are willing to accept the goods … . 
We await … . 
Sincerely, 
M. Bright 
 
B) Dear Mr Brown, 
We are writing in connection with … . 
We are surprised …, in terms with the conditions stated in your reply to our en-
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quiry, delivery was to take place … . 
However, the goods are now … . 
We wonder if the order has been overlooked. 
We require the goods immediately, as … . 
Therefore, … . 
If you are not in a position to deliver immediately, … . 
Please, … . 
Yours sincerely, 
Clair White 

Replies to Complaints 
37. Combine phrases to make complete sentences. 
A) 1. We have received your letter 
dated May 5, and apologise 
2. We regret to learn from your letter 
of 3 June that some of the goods 
3. Further to your letter of this morn-
ing, we are sorry to inform you that, 
due to 
4. We were extremely sorry to learn 
that in the shipment we sent you re-
cently, 
5. In reply to your letter of June 25, 
thank you 
6. We were surprised to learn from 
the above letter that you have not yet 
7. Thank you for your letter of today 
informing us that the wrong 

a) for drawing our attention to the 
inferior quality of our recent ship-
ment. 
b) received the goods covered by our 
invoice No. 123. 
c) part of the order was missing. 
d) covered by the above order were 
defective. 
e) for the delay in delivery. 
f) articles were sent. 
g) circumstances beyond our control, 
we are no longer able to guarantee 
prompt delivery of your order.

 
B) 1. We have taken the matter up 
with 
2. We shall let you know as soon 
3. We have looked into this matter 
and 
4. We have conducted 
5. We are currently investigating this 
matter to discover 
6. Our representatives will contact 
you next week 
7. We are taking steps so as to pre-
vent 

a) in order to inspect the faulty arti-
cles. 
b) the cause of the problem. 
c) as we have discovered the cause 
the problem. 
d) such problems in the future.  
e) have discovered that there appears 
to be an error in numbering. 
f) our forwarding agents. 
g) enquiries concerning this matter.
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C) 1. It is possible that our forward-
ing agents did not follow 
2. This seems to be due 
3. We admit that the Christmas rush 
has caused our Orders Department 
4. We have found that this occurred 
5. We regret that we cannot take 
your complaint into consideration 
6. This seems to be the result of a 
clerical error 
7. We remind you that, as stated in 
our terms, 

a) as it should have arrived within 20 
days of receipt of order. 
b) to an error in the original design. 
c) we do not accept responsibility for 
loss or damage during transit. 
d) your packing instructions care-
fully. 
e) in the Orders Department. 
f) because of an oversight in execu-
tion of your order. 
g) to execute orders in haste so as to 
keep up. 

 
D) 1. We accept your proposal and 
are willing 
2. The amount in question 
3. We could offer you a 50% dis-
count on the defective goods, 
4. We have instructed our represen-
tative to collect 
5. We hope you will spare us the 
costs of re-importing the excess 
goods, 
6. We are enclosing a credit note 
7. We gladly agree to your proposal 

a) to keep the goods against a dis-
count of 10%. 
b) if you agree to keep them. 
c) to let you keep the goods on a 
sale-or-return basis. 
d) will be deducted from your next 
invoice. 
e) for the invoice you have already 
settled. 
f) and agree to retain them against a 
discount of 25%. 
g) the wrongly delivered goods. 

 
E) 1. We feel confident 
2. We hope that you will 
3. Please accept our apologies 
4. We feel confident that such 
5. We assure you that we will exe-
cute your orders 
6. We trust that you will continue to 
7. We offer 

a) more carefully in the future. 
b) a mishap is not likely to reoccur. 
c) rely on us for your future needs. 
d) our sincere apologies. 
e) entrust us with your orders. 
f) that we can continue to guarantee 
excellent quality. 
g) for any inconvenience this has 
caused. 

 
38. Put the following replies in order. 
A) Dear Mr Wilkins, 
1. Please accept our apologies for the delay. 
2. We trust that you will continue to rely on us for your future needs. 
3. There appears to have been a mistake in numbering. 
4. We have taken the matter up with our forwarding agents and discovered that 
one of the boxes from your shipment was delivered to another customer in the 
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same area. 
5. We were extremely sorry to learn that in the shipment we sent you recently, 
part of the order was missing. 
6. We have already despatched replacements for the missing articles, which 
should arrive before the end of the week. 
Sincerely, 
Mike Bright 
 
B) Dear Sir, 
1. Our representative will contact you next week in order to inspect the faulty 
articles. 
2. We were surprised to learn from your letter of the 10 December that some of 
the goods covered by the above order were defective. 
3. We assure you that we are anxious to retain you as a satisfied customer. 
4. However, we regret that we cannot take your complaint into consideration as 
it should have arrived within 30 days of receipt of order. 
5. We suggest you sell the articles at a discount during your next clearance sale. 
Yours faithfully, 
Irwin Duncan 
 
39. Complete the following sentences. 
1. We were surprised to learn from the above letter that … 
2. We have taken the matter up with our forwarding agents, and … 
3. We have started enquiries … 
4. It is possible that our forwarding agents … 
5. This seems to be due to … 
6. We are taking steps to prevent … 
7. … our forwarding agents to proceed more carefully. 
8. … for the invoice you have already settled. 
9. … for any inconvenience this has caused. 
10. … is not likely to recur. 
11. to retain you as a satisfied customer. 
 
40. Match the expressions and decide which of the expressions you would 
use a) when accepting your buyer's proposal; b) to make a proposal or 
counter-proposal. 
1. If convenient, we would 
2. We could offer you a 30% discount on the goods 
3. We gladly agree to 
4. We accept your proposal and 
5. We hope you will spare us the costs of re-importing the wrongly-shipped goods, 
6. We suggest 
7. We would be willing 
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a) if you decide to keep them. 
b) are ready to let you retain the goods on a sale-or-return basis. 
c) like you to keep the goods on a sale-or-return basis. 
d) to offer 20% off the original price, should you agree to accept the goods. 
e) you contact a supplier in your area. 
f) and agree to retain them against a discount. g )  your proposal to keep the 
goods against a discount. 

 
Payment 

41. Put the paragraphs in order to form three payment reminders. 
A) Dear Sir, 
1. We should be glad if you could arrange for remittance at your earliest conven-
ience. 
2. We feel sure that our invoice has escaped your notice. We are therefore en-
closing a duplicate. 
3. If you have already sent remittance for the amount in question, please disre-
gard this reminder. 
4. May we draw your attention to our invoice No 112 for $3,500 which is still 
outstanding. 
 
B) Dear Mr. Brown, 
1. We are at a loss to understand your motives for not settling this account, as 
you have always been prompt with your payments in the past. 
2. We hope to hear from you by return. 
3. With reference to our reminder of May 13 requesting payment for proforma 
invoice No 22  now two months outstanding, we are surprised to note that the 
amount due of  USD 10,500 has not yet been settled. 
4. Therefore we must insist on your arranging a bank transfer for the sum in 
question before the end of the month. 
 
C) Dear Mrs Dobson, 
1. Therefore, we are forced to inform you that if we do not receive notification 
of payment within 3 days, we shall be obliged to take legal action. 
2. We trust you will understand that we cannot wait any longer. 
3. We regret to note that our two previous reminders concerning settlement of 
your outstanding account No. 404 are still unanswered. 
 
42. Complete the following letters with appropriate expressions. 
A) Gentlemen: 
… by our bank that B/E No 1129 for the sum of  3, 000 Euro which we drew on 
you … invoice No. 23 has not been honored. 
… you accepted this bill on May 15, we feel sure this … an oversight on your 
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part. 
… a copy of the invoice, and should greatly appreciate if … an early settlement. 
Sincerely, 
M. Bright 
 
B) Dear Sirs, 
… our three reminders requesting payment for invoice No. 234, now 3 month 
overdue, we have had no reply from you. 
We must insist therefore on receiving … seven days. Otherwise … place the 
matter in the hands of our solicitors. 
…, should such an unpleasant course of action prove necessary, you will be li-
able to bear any costs incurred in the proceedings. 
Yours faithfully, 
J. Jackson 
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