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PART 1

. Read the texts and answer the following questions.

. What is business communication?

. What are characteristics of business writing?

. Why is business writing essential for business?

. What is a business letter?

. How does a business letter differ from a personal letter?
. What are the most common types of business letters?

. Why is email so popular?

. What are the major steps in business correspondence?

oONOoO O~ WDNE -

BUSINESS COMMUNICATION

Business communication is information sharing between people within and
outside a company that is performed for the commercial benefit of the country.

One type of communication that is used in the business world is business
writing. Business writing is a type of written communication with standard structure,
style, grammar and vocabulary. E-mails, letters, reports, press releases, memos,
minutes, contracts and agreements are examples of business writing. Written
communication is used in cases which require detailed instructions or when
something has to be documented.

BUSINESS LETTER

A business letter is a formal means of communication between people or
companies. The main purpose of business letters is to exchange information related to
business. Business letters are written to inform the reader about something or
persuade the reader to do something.

Since the main aim of your letter 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 understand; 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.

A letter is a message written on letterhead paper and addressed to someone
outside the organisation.

Business letters differ from personal letters because they follow certain rules of
composition. The body of the letter is made up of the introduction, middle and
conclusion. The introduction opens the letter, establishes rapport and acknowledges
any previous correspondence or contact. The middle of the letter contains all details
and information. The conclusion outlines any actions and/or information required
along with a polite ending.
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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
offer; apply for a job; make travel arrangements etc. So the most common types of
business letters are the following: acknowledgement letter; enquiry letter; order letter;
complaint letter; apology letter; appreciation letter, etc.

Email has quickly become very popular as it is a quick and reliable means of
communication and you have the ability to send attachments and links to documents.

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 polite.

Correspondence between business partners usually follows the pattern below:

One company writes a letter of enquiry asking other companies for a catalogue,
product samples etc. The businesses that could be interested in doing business with
this company send a reply to the enquiry with the requested information.

The company may write a follow-up letter asking for additional information
about the terms of sale, or they may make special requests for discounts, modification
of terms etc.

Other companies reply by giving more details. If an agreement has been reached
and the company is satisfied, they will place an order.

When the order arrives, a reply to confirm receipt is sent, where the time of
arrival of the goods and any other necessary information is specified. The company
that is going to supply goods prepares an order and then ships the goods. The buyer
acknowledges receipt of the order.

The supplier sends an invoice specifying the quantity, the amount and the date
due. The buyer makes payment according to the terms agreed upon in the terms
of sales.

If the buyer is late in paying the amount due, the supplier sends a series of
payment reminders, requesting to settle payments.

2. Study the following phrases

Source of address. Reference to previous contact

Your name and address were given | Bamie ums u ajgpec ObUIM MPEIOCTABJICHBI
to us by ... HaM ...

Your company has been recom- | Bamry koMmaHHO HaM PEKOMEHIOBAIH ...
mendded to us by ...

In response to your advertisement | B orBer Ha Barie oObsiBIIeHUE B ..., 5 TTUIILY,
in ..., I am writing to ask if ... YTOOBI CIIPOCHTH, ...

Further to our meeting/telephone | B nononxenue x Hamieir Bctpede/renedon-
conversation last week, | am writing | Homy pa3roBopy Ha MpONUIOW Hemene sl
to enquire about ... HIITY, YTOOBI Y3HATD ...

We thank you for sending us ... and we | M1 Gmarogapum Bac 3a To, uTo mpucianu

are now writing to enquire about ... HaM ..., ¥ T€HePhb MbI ITUIIEM, YTOOBI Y3HATD ...
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During a visit to ... 1 was given ...
and | am now writing to ask for
further information about ...

With reference to your offer of
December, 15, ...

Following your quotation of
June 1% ...

Thank you for sending us...

Further to our meeting at ... on ..., we
are writing to.

With reference to our previous
conversation, | would like to ...

Bo Bpewms BU3uTA ... MHE JIaJH ..., U TEOEPb 5
MUY, 4TOOBI MOJYYUTh JOTOJHUTEIBHYIO
UH(OPMAIIHIO O ...

Ccputasich Ha Bare npeyioxenue ot 15 ne-
Kaops, ...

B orBer Ha Bame xomMMepueckoe mpezmio-
*KeHue oT 1 uroHs ...

bnarogapum Bac 3a TO, 4rOo TpHUCHanU
HaM ...

B nponomxeHue Hamenl BCTpeyH, KOTOpas
COCTOSIIACH ... (YMCIIO) ..., MBI ITUILIEM ...
UTto KacaeTcs HAIIeTro MPEeAbIIyIIEro
pasroBopa, s Obl XOTE ...

Reference to enquiry

Thank you for your letter of ...,
enquiring about ...

In reply to your enquiry of ... about ...,
we ...

With reference to your e-mail of ...,
regarding ...

Cmacu6o0 3a Banre muceMo OT ... , B KOTO-
poM BrI 3anpammuBaere ...
B orBer Ha Bam 3ampoc ... oT .. mo

MOBOJY ..., MBI ...
Ccpbutasics Ha Bailie 351€eKTpOHHOE MHUCHMO
OT ... OTHOCHUTEJIBHO ...

Information about the company’s

business activity

We are leading/the largest importers
of ...

Our company specialises in ... and we
supply ... across the country.

We are a large manufacturing
company, based in ...

I am the Director of ...

Msl sBiIsieMcst BeaymuMu/ KpyMTHEHITUME
UMIIOPTEPAMU ...

Hama xoMmanus cnenuanu3upyercs Ha ...,
Y MBI [IOCTABIISIEM ... IO BCEU CTpaHe.

Msl sABisieMCs KPYyNHOW IIPOU3BOJICTBEH-
HOM KOMIIAaHUEW, KOTOpas pacliojoKeHa
B ...

S ABASAIOCH TUPEKTOPOM ...

We have been operating in this
market since ...

As you know, we have a reputation
for ...

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.

Mpg1 paboTaem Ha 3TOM PBIHKE C ...
Kak Bl 3Haere, y Hac penyTaius ...

Bce Hamm mOpoayKThl COOTBETCTBYIOT
€BPOINEUCKUM CTaHAapTaM U HMEKOT ... —
JIETHIOKO FapaHTHIO ...

... TOBaphbl, KOTOpbIe Bac HHTEPECYIOT, ECTh
Ha CKJaJe M MOTyT OBITh OTIPABJICHBI
110CJIE TOATBEPIKACHUS 3aKa3a.
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Details of request

Please send us ...
We would be grateful if you could ...

Would you mind sending us ...?
Would you be so kind as to let us
know/have ...?

We are interested in receiving ...

[Ipocum npucnate HaM ...

Mg 6bun OB Onaromapssl, eciu Obl Bbl
CMOTJIH ...

He mornu 651 Bel npucnate Hawm ...7
[MToxxanyticta, cooOmmTe HaMm / MPHUIILIATE
HaM ...

MpbI 3aMHTEPECOBAHBI B TTOJIYICHHH ...

Sales terms

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 special discount of...

We require payment at ... days from
receipt of order.

We accept your sales terms.

As specified, we will pay by ...

With reference to ..., we would like to
request ...
We can guarantee delivery by ...

Ms1 pagsl pepocTaBuTh Bam cnemyromiee
KOMMEpPUYECKOE MPEATIOKEHHUE: ...

Hamm tiensl ykasanbl (YCJIOBHS) ... U MBI
pUHUMAaeM oriary (Croco0 oriaThl) ...
Ecimu Bbl cienmaere 3aka3 B KOJHMYECTBE,
NPEBBIIIAIOIIEM ..., MBI MOXEM TpeJIo-
KHUTh CIICIUATBHYIO CKHJIKY ...

Ms1 TpeOyeM OIuIaThl B TEUCHUE ... THEH C
MOMEHTA TOJTyYeHUS 3aKa3a.

MpsI npuauMaem Bamu ycinoBust mpoaaxu.

Kak ykazano, ™Mbl 3amuiatuM  (Croco0
OILJIATHI) ...
Co CCBUIKOH HA ..., MBI XOTEJIU OBbI CIAEIaTh
3ampoc ...

MBI MOKEM rapaHTUPOBATh JOCTABKY ...

Enclosures

We enclose our ...

Please find enclosed our ...

You will find enclosed ...

Please find enclosed the file you
requested ...

MBI nipusiaraem Hai ...

B npuioXeHun BbICHUIIAEM HAII ...
IIpuaraem Hai ...

[Tpunaraem aiin, koTopslii Bel mpocuim ...

Refusal

| am afraid we cannot/are not able to ...
This is due to the fact that ...

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 ...

We regret to inform you that...

BOI-OCL, MBI HC MOXKCM ...

OTO CBSI3aHO C TCM, 4TO ...

OTO CBS3aHO C TCM, 4YTO 3THU IIPOAYKTHI
IMOJIBb3YIOTCA OOJIBIINM CIIPOCOM.

[IpuunrHa 3TOr0 B TOM, YTO ILIEHBI HAXO-
JIATCS y’)K€ Ha MHUHHMMAJIbHO BO3MO>KHOM
YPOBHE JJIsI SKCIIOPTa B ...

MEI ¢ coxkanieHueM cooOmraem Bawm, 4To ...
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We regret that ...
We regret any inconvenience caused

by ...

MEI coxaneem, 9To ...
Mgl coxaiieem O JOOBIX HEyA0O0CTBax,
BBI3BAHHBIX ...

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.

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 ...

MpI ¢ HeTeprieHueM xaeM Barero nepso-
Ha4aJIbHOTO 3aKa3a M YBEPEHBHI, UTO ...

Msbl Hazgeemcs, 4TO Hallle NPEIIIOKEHUE
Oyzner cooTBeTcTBOBaTh Bamum Tpedo-
BaHUSIM.

[ToxanyiicTa, HE3aMeJIUTEIILHO oOparai-
T€Ch K HaM, eciu BaM HyXHa JOIOJHU-
TeabHast HHGOpPMAIIHS.

Mpe1 HazieeMcs, uTo Bl paccMoTpuTe Halie
MPEJIOKEHNUE, U MBI ...

[Tpocum coobmuTh, Oynere iu Brr ...

Details of order

If you can guarantee the quality of
your goods, we would be willing to
place a trial order.

Ecnu Bel MOXkeTe rapaHTUpOBaTh KadyecT-
BO CBOMX TOBAapOB, MBI TOTOBBI Pa3MECTUTh
POOHBIN 3aKa3.

We are pleased to place an order with
your company for ...

We would like to place an order for ...

Many thanks for/Thank you for your
order of May, 15, ...

With reference to your order of
June, 8, we are writing to ...

Thank you for your e-mail/letter of ...
relating to our Order Ne ...

| am writing in response/with refe-
rence to your letter of ... regarding our
order.

Thank you for your reply to our
order Ne ... in which you inform us
that ...

We are writing to inform you that ...
We are pleased to acknowledge
receipt of your order No ...

Msbl panbl pasmecTuTh 3aka3 B Bamen
KOMIIAaHUH HA ...

MBI XOTUM pa3MeCTUTh 3aKa3 Ha ...
Bounbmioe cracu6o 3a/bnarogapum 3a Bar
3aka3 ot 15 mag, ...

Ccputasice Ha Bamr 3aka3 ot 8 uroHs, MBI
TTHUIIEM ...

Cnacubo 3a Barire snekrpoHHoe mucbmo/
IMMCHMO OT ..., Kacarolleecs Hallero
3aka3a Ne ...

S numy B orBer/co cchuikod Ha Bame
IMMCbMO  OT OTHOCHUTEJIBHO HAIIETO
3aKas3a.

Cmacu0o 3a Bam orBer Ha Hair 3aka3 Ne ...,
B KOTOpOM BbI coob1miaete Ham, 4ToO ...

MeI nuizeM, 4To0sl cooOumTs BaMm, 4ro ...
Mgl noaTBepKIaeM TmosiydeHue Bariero
3aka3a Ne ...
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Delivery

With regards to delivery, the goods
should be packed in ... and should be
marked ...

We must insist on delivery by ...

The goods must be delivered within
30 days of receipt of order.

We would like to request immediate
delivery as ...

Please have the goods shipped by ...

UYro Kacaercs IOCTaBKH, TO TOBApP IOJKEH
OBITH YIIAKOBaH B ... © MAPKUPOBAH ...

Mpb1 1OKHBI HACTaWBaTh JOCTABUTH TOBAP
(crtoco6 ToCTaBKH) ...

ToBap M0KEH OBITH TOCTABIICH B TCUCHHUE
30 nHel ¢ MOMEHTa MOJyYeHUs 3aKa3a.

MBI TpOCHM JOCTaBUTh TOBAp  HEME-
JIEHHO, TTOCKOJIBKY ...

IIpocum  ormpaBuTh TOBap  (crmocob
JIOCTaBKH) ...

Confirmation of orders

We are pleased to supply the items
requested.

We are pleased to confirm that all the
goods are in stock and ...

MB&I pazibl IPEIOCTaBUTh TOBAPhI, KOTOPHIE
Br1 3amnpammBaere.

Msbl nmoaTBEpKIAAEM, UYTO BCE TOBApHI
HaXoJATCs Ha CKIAJC U ...

As the new product is slightly more
expensive/the demand for ... is increa-
sing rapidly/our sales of ... have been
rather poor lately, we would be
grateful if you would increase/re-
duce/modify our order for ... from ...
to ... items.

Owing to a present slump in trade/the
urgent demand for this product, we
would like to request that our order be
increased/reduced to ...

We would like to modify our order as
follows: ...
We can
before ... .

guarantee you delivery

[IockonbKy HOBBIM IPOAYKT HEMHOIO
nopoxe/crpoc Ha ... ObicTpo pacteT / Ha-
i npofaxku (ykasatb TOBap) ... B MOCIE/-
Hee BpeMsl HaXOJITCS Ha JIOCTATOYHO HU3-
KOM ypOBHE, MbI ObuTH OBl OJaroapHbl,
ecnmu Obl Bbl yBenwuwim/yMeHbIIITN/ U3-
MCHHJIM Haml 3aka3 Ha (HaMMEHOBAaHUE
TOBapa) ... C ... Ha ... CJIUHHUIL.

13-3a HBIHENIHErO claja B TOProsie/mo-
BBIIICHHOTO CIpoca Ha ATOT MPOAYKT
npocuM Bac yBenmMunTH/yMEHBIIUTH HAIIl
3aKas Jo0 ...

Msl xorenu OBl W3MEHUTH Haml 3aKa3
CJIEIYIOIIUM 00pa3oM: ...

MBI MOkeM rapaHTHpoBaTh Bam 10CTaBKYy
no (ykaszaTh Jary) ...

Refusal to execute the order

Unfortunately, due to ..., we regret to
inform you that we cannot meet your
request for ...

We regret to have to decline your
order as we cannot grant you a ...

K coxanenuto, u3-3a ..., Mbl C COXKaJIECHUEM
coobmaem BaMm, 4TO HE MOXKEM yAOBIIET-
BOpUTH Bam 3amnpoc Ha ...

Mgl cokalieeM, 4YTO BBIHYXKJIEHBI OTKJIO-
HUTH Baill 3aka3, MOCKOJbKY Mbl HE MOXKEM
MPEIOCTaBUTh Baum ...
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We are afraid that/\We regret that ...
we are unable to fulfill your order at
present.

As you are unable deliver the goods
within the time specified/we are
unable to accept your proposal, we
regret to inform you that we have to
cancel this order.

Unfortunately, (due to unforeseen
circumstances), we have to cancel this
order. This is because of a slump in
demand for this product/our market
cannot stand such high prices.

Mpr 6oumcst, 9To/MBI coXKaieeM, 9To ... He
MOYKEM BBINOJHUTh Bair 3aka3 B HacTos-
niee BpeMs.

[Tockonpky Bbl HEe MOXETE€ HOCTaBUTh
TOBap B yKa3aHHOE BpeMs/MbI HE MOXKEM
NpUHATH Bame npeasioxkeHue, Mbl C CoXa-
JeHueM coobOiaeM Bam, 4TO BBIHYXICHBI
OTMEHUTBH 3TOT 3aKa3.

K coxanenuto (u3-3a HENpeIBUICHHBIX
00CTOSITEILCTB), MBI BBIHYXKICHBI OTME-
HUTH 3TOT 3aKa3. DTO BBI3BAHO CHUKECHUEM
CIpoca Ha 3TOT MPOAYKT/HAII PHIHOK HE
BBIJICPKUBAET TAKUX BBICOKHX IICH.

Regrettably, we must ask you to
cancel the order.

We would like to cancel our order Ne ...

Unfortunately, these articles are no
longer available.

K coxanenuro, Mbl TOJDKHBI POCUTH Bac
OTMEHUTh 3aKa3.

MbI XOTUM OTMEHUTH Hall 3aka3 No ...

K coxanenuto, JaHHBI TOBAp OTCYTCTBYET.

Counteroffer

We would be able to ...

May we suggest ...?

We will contact you again as soon as
we have ...

As we feel that ..., we invite you to
reconsider your decision.

MbI MOTJIH OHI ...

MoskeM 11 MBI IPEJIOKUTS ...?

MsI cBskemcst ¢ Bamu cHOBa, Kak TOJIBKO
y Hac OyJieT ...

[TockombKy MBI MOHUMAeM, YTO ..., MBI
npocuM Bac mepecMoTpeTh CBOE pelieHue.

Request for confirmation

Please, confirm receipt of our order.

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 confirm that you have received
these instructions and that you are
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.

Please send us an e-mail to confirm
that ...

[IpocuM MOATBEPAUTH MOJYUYEHHE HAIIETO
3aKasa.

Mpk1 ObL1H OBl IPU3HATEINIBHBI, €CIU OBl BbI
COOOIINIIM HaM CBOE pEIIeHHUEe KaK MOXKHO
cKopee, 4TOOBl MBI MOTJM 00paboTaTh
3aKa3 He3aMeUIUTEIIBHO.

[IpocuM cooOmuTE HaM, MoXeTe Ju Bb
MPUHSTD ...

[Ipocum moaTBepaUTH, 4TO BBl momyunnmn
9TH HHCTPYKIMH U MOXKETE BBIIIOJIHUTD
3aKas.

Mps1 ObITH OBI IPU3HATENBHBI, ecu Obl Bl
COOOLIMIM HaM CBOE pelieHue/moATBep-
JIAJTU 3TU U3MEHEHUS KaK MOKHO CKOpee.

[Ipocum Bac npucnath HaM 3JEKTPOHHOE
MUCHMO JIJIsI TOATBEPKICHUS ...
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We look forward to your reply.
An early reply will be appreciated.

Mpei ¢ HeTeprieHueM x1eM Bamero orsera.
ME1 K€M OBICTPOTO OTBETA.

We look forward to a favourable reply
together with confirmation that the
order will be promptly executed.

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.

We look forward to receiving further
orders from you.

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.

We hope that this letter will form the
start of a mutually advantageous
business relationship.

An early reply would be appreciated
so as to enable us to ...

We would be very pleased to do
business with your company.

We would be very happy to have an
opportunity to work with your

MBI ¢ HETEepIEHUEM 3KJIEM MOJIOKUTENb-
HOI'O OTBETAa BMECTE C IOATBEPXKIACHUEM
TOro, 4TO 3aKka3 OyJeT He3aMeIUTEIbHO
BBITIOJTHEH.

Msl yBepsiem Bac, uro yaenum ocoboe
BHMMaHHWe Bamemy 3aka3y, U ¢ HeTepre-
HUEM XJeM Baiero otsera.

Mbl ¢ HerepneHneM oxuaaeMm Bamux
JTaJIbHEHIIINX 3aKa30B.

[IpyHocMM W3BHMHEHUA 32 BO3MOXKHBIC
Heya00CTBa U HaZeeMCs, UTo ...

Mbl mo-mpeXHEMY 3aUHTEPECOBAHBI B
coTpyaHuYecTBe ¢ Bamu B Oyaymiem u ¢
HETEPIEHUEM JKJIEM TNonydeHus Bamero
CJIEIYIOLIETO KaTajiora v Mpanc-JIncTa.

MBI HajzeeMcsi, 4TO ATO MHUCbMO CTaHET
HAayaJOM  B3aMMOBBIFOJHBIX  JICJOBBIX
OTHOUIICHUM.

Mgl kJeM OBICTPOTO OTBETA, YTOOBI MBI
MOI'JIH ...

Mpg1 ObUTH OBI OYEHB Pajibl COTPYIHUYATH C
Barmeit kommanuei.

Mpb1 OynemM odYeHb pajibl UMETh BO3MOX-
HOCTb paboTtath ¢ Baeir kommaHue.

company.

Opinion
In our opinion ... [To HameMy MHEHHIO ...
In our view ... Ha mam B3z ...

We are of the opinion that ...
We believe that ...
Owingto ...

Dueto ...

On account of ...

As aresult of ...

The reason why we ...
that ...

Is (the fact)

MBI nipuiepkxuBaemMcs MHEHHS, YTO ...
Mzl cuntaeM, 4To ...

N3-3a ...

N3-3a ...

N3-3a ...

B pesynbrare ...

[IpyyuHa, 1O KOTOPOU MBI ...,
TOM, 4TO ...

COCTOHUT B
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As aresult ...
Consequently ...
Hence ...
Therefore ...

This means that ...
In that case ...

B pesynprare ...
BcnencrBue atoro ...
Orcroza ...
CnenoBaTenabHO ...
OTO 3HAYMUT, YTO ...
B rakom cayugae ...

Contracting

Although ...

In contrast to ...
However ...
Nevertheless ...

On the other hand ...
In spite of ...
Despite ...

Unlike ...

HecMmotps Ha TO 4TO ...
B otimuwme ot ...
Opnako ...

Tem He MeHee ...

C npyroit CTOPOHBHI ...
Hecmotps Ha ...
Hecmorps ...

B oTinume ot ...

Other useful phrases

I’d like to express my gratitude to you
for ...

We would like to thank you for ...

| am most grateful to you for ...

We would like to express our thanks
for ...

Thanking you once more for ...

We would like to take this opportunity
to extend our best wishes to you
for ...

We would like to wish you ...

We would like to congratulate you
on ...

With regard to ...

As far as ... is concerned

Regarding ...

With respect to ...

Taking into account the fact that ...

51 xoten Ob1 mobnarogaputs Bac 3a ...

Me1 xotenu 6w mobaaroaputh Bac 3a ...

S ouens G6maronapen Bam 3a ...

Mpg1 xotenu Obl BBIpa3uTh OJAroJlapHOCTH
3a ...

Emie pa3 6marogapto Bac 3a ...

Mgbl xoTenu OBI BOCHOJB30BATHCS JITOM
BO3MOXKHOCTBIO, UYTOOBI BBIpa3uTh Bawm
HaWIy4llIi€e MOXKEIaHus ...

Mg1 xoTenu ObI moXkenaTh Baum ...

Me1 xotenu Obl mo3apaBuTh Bac ¢ ...

B oTtHOmECHMN ...

Yro kacaerc ...

Yro kacaerc ...

Yro kacaercs ...

[IpuHuMasi BO BHUMaHUE TOT (DAKT, YTO ...

Considering ... YuutbiBasi ...

In view of ... C y4eToM ...

We would like to add that ... Mp1 xoTenu Obl 10OABUTH, UTO ...
In addition ... K Tomy xe ...

Moreover ... bonee Toro ...

Furthermore ... Boiee Toro ...
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Apart from that ...

We would like to draw your attention
to (the fact that) ...

We would like to emphasise that ...
Please note that

[Tomumo 3TOTO ...

Me1 xoTenu Obl 00patuTh Bamie BHUMaHue
Ha TO, YTO ...

Mp1 xoTenu Obl MOAYEPKHYTh, YTO ...
OOpaTuTe BHUMaHUE, 4To ...

PART 2

EXERCISES

Enquiries

1. Match the phrases from the two columns and make meaningful

sentences.

1. With reference to your advertisement on your website,

2. We would greatly appreciate
3. We look forward

4. We are a newly established chain of department stores,

5. Your prompt reply

a) to hearing from you.

b) we are interested in participating in the tender.
c) and would like to have more information about your company's

products.

d) if you could send us your price list for tablets.

e) will be greatly appreciated

2. Put the expressions in the correct order.

a) Yours faithfully,

b) your most current catalogue and price list

¢) We look forward

d) We would be very grateful if you could send us

e) Dear Sirs,

f) to doing business with you in the near future.
g) concerning your test and measurement equipment.

3. Use the following phrases to complete the letters below.

a)

— detailed information concerning;
— price list;

— will be appreciated;

— we would greatly appreciate;
—a prompt reply.
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Dear Mr Brown,
... If you could send us ... your recent line of test and measurement equipment

Your early reply ...
Yours sincerely,
Mike Bright

Sales Manager

b)

— with reference to; — to doing business with you in the future;
— will be appreciated; — please inform us.

— are interested;

Dear Sirs,
Dear Mr Brown,
... your advertisement on www.opser.com, we ... in receiving more information

concerning your optimization services.

... if you have any representatives in our country.
We hope for ... and look forward ... .

Yours faithfully,

M. Bright

Sales Manager

4. Complete these letters by filling in the blanks with an appropriate

expression.

a) ...,
With ... your advert on www.mech.com, we are interested in receiving ...

concerning your machinery.

We would be grateful ...your most recent price list.
We look forward to ....

Yours faithfully,

M. Bright

b) Dear Sir or Madam,

Your company ... to us by...

We are a ..., and are interested ... more information concerning ....
Please send us ....

... doing business with you ....

M ’Bright
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Replies to Enquiries
5. Match the phrases and make meaningful sentences.

1. Thank you very much for a) we are sending a catalogue with
2. In reply to your letter of enquiry detailed information.

concerning our line of products, b) do not hesitate to contact us for
3. We are pleased to send further further information.

details c) you will find our prices
4. We would like to attractive.
5. We hope d) concerning our line of products.
6. Please ) your enquiry.

f) draw your attention to the
unique design of our product.

6. Use the following phrases to complete the letters.

a)

— do not hesitate to contact us; — regarding;

- Yours faithfully; — for your e-mail;

—to hearing from you; — are pleased to enclose.

Dear Sir/Madam,

We thank you ... of December 10, requesting information ... our line of
products.

We ... our current catalogue and price list.

Please ... for any further queries.

We are looking forward ...

M. Bright
b)
— Sincerely; —to your letter of enquiry;
— require any further information; —a list of product and product features.

— receiving your order soon;

Dear Ms Burger,

In reply ... concerning our line of products, we are sending a catalogue with ....
Please let us know if you ....

We look forward to ....

M ’Bright



OnexTpoHHas oubmmoreka beropyccko-Poccuiickoro yHuBepcuTeTa

http://e.biblio.bru.by/

15

. Fill in the blanks with appropriate phrases.

. Thank you for your letter of ... regarding ... .

. We look forward ... .

. We are pleased to send ... our line of products.

. We ... to a successful working relationship.
. We look forward ... from you soon.
. Please ... if you need any additional information.

7
1
2
3
4. We are pleased to enclose ... .
5
7
8
9. Do not hesitate to ... .

1

0. We ... of your e-mail and thank you very much for ... .

Requesting detailed information

8. Match the phrases from the two columns and make meaningful

sentences.

a)

1. Will you be able

2. Please include details

3. Will you please let us know

4. We would like to know your
prices

5. We would be grateful if

6. Kindly send us your

b)

1. We were very happy

2. Please note that

3. Unfortunately we do not offer

4. We thank you for your letter
dated May 20

5. All transportation costs

6. We are pleased to inform you
that we can

7. The goods will be delivered

a) for the following items.

b) to deliver the goods within a
specified period of time?

¢) your prices for these products.

d) concerning your terms of sale

e) you could send us your best
quotation for the following items.

) exact delivery dates.

a) are at the buyer’s expense.

b) enquiring about our
quotation.

C) to receive your e-mail.

d) discounts for large orders.

e) offer you a new service.

f) our prices are EXW Minsk.

g) within 7 working days from
receipt of order.

best

9. Use the following phrases to complete the letter.

— to further cooperation;
— if you can supply us with;
— our delivery requirements;

Dear Mr Brown,

—acknowledge receipt;
— within
— your best terms;

We ... of your catalogue for which we thank you. We would like to know ...
some items ... 7 working days. Please, find the attached file for your reference.
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We would be grateful if you could send us ... . We hope that you can meet ...
and look forward ... with you.

Sincerely,

Mike Bright

Favourable and Unfavourable Replies

10. Which of the following phrases can be used for:

a) a favourable reply?
b) an unfavourable reply?
c) an alternate solution?

We suggest you... What we can offer is...
We are willing to... We are sorry to...

We are pleased to... We  are delighted to...
Much to our regret ... We can allow you...

We are pleased to inform you... We very much regret...
Unfortunately, ... We  have pleasure ...

11. Use the phrases below to fill in the blanks in the letters.

a)

— upon receipt of order; — delivery requirements;
— concerning; — timely delivery;

— We require; — be willing to change;
— current supplier; — regular customers;

— thank you;

Dear Mr White,

... for your reply to our enquiry ... computer components.

We are dissatisfied with our ... who is unable to provide ... .

... frequent and regular deliveries.

Would you ... your delivery terms to 7 working days ... ?

We hope you can meet our ... and look forward to becoming one of your ... .
Sincerely,

M. Brown

Sales Director

b)
— we regret to inform you that; —although;
—as we would like to do business — look forward to your reply;

with you; — what we could do.
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Dear Mr Miller,

Thank you for your letter dated March 20. We appreciate your interest in our
products.

... it is our desire to meet your demands, ... we do not offer any discounts for
large orders of a single item.

However, ... on a regular basis, ... is allow you to make payment in three
monthly instalments.

We hope that these conditions will suit you and ... .
Sincerely,

M. Bright

Sales Director

12. Complete the following sentences.

1. We would like to know ... (request a discount for large orders)
2. Would you be willing ... (request changing delivery terms)?
3. (acknowledge receipt of the e-mail) ... for which we thank you.

4. However, as we are going to buy a large quantity of spare parts, would you ...

(request discount)?
5. (express thanks for reply to your e-mail) ... concerning terms of payment.
6. Would it be possible ... (request delivery within 7 working days).

13. Put the parts of the letter in the correct order according to 1-9.

. refer to previous contacts

. express satisfaction

. specify order

. state delivery requirements
. give packing instructions

. give transport instructions
. specify terms of payment

. urge care in fulfilling order
. request confirmation

OO NOOITDWDNPEF

a) The goods must be delivered within five working days.

b) Therefore, please supply us with 20 monitors and 20 motherboards.

c) With reference to our phone conversation this morning,

d) I am pleased to inform you that we find your prices very competitive.

e) Payment will be made upon receipt of your invoice.

f) Please see that the goods are packed in boxes according to enclosed
instructions.

g) We hope to receive your confirmation promptly.

h) Kindly have the goods sent through our regular freight forwarder.

1) Please ensure that this order is fulfilled according to our instructions.
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14. Use the following phrases to complete the letter.

— we feel sure that;

— delivery must be made within;

— of your invoice;

— further to our telephone conversation;
—to place an order for;

—your early reply

— further cooperation with you.

Dear Mr Miller,

..., we thank you for allowing us an extra 4% discount for early payment. ...
your computers will become popular with our customers.

We would therefore like ... 50 computers. The terms we agreed on with your
representative are as follows:

... 30 days after payment. The payment must be made within 20 days from
receipt ... . We hope that this order will be dealt with promptly and carefully. ... will
be appreciated. We look forward to ... .

Yours sincerely,

M. Bright

Executing the Order

15. Complete the letters with the following expressions.

a)

— We assure you that your order; — is covered against all risks;

— the amount of our invoice; —according to your instructions;
— further orders from you; — further to your e-mail;

— you requested; —- to accept your order.

Dear Sir,

... of April 20, we are pleased ... .

We can supply the items ... .

We assure you that the goods will be packed ... and dispatched by truck. We
will see that your order ... .

Please arrange for a bank transfer covering ... .

... will be given our utmost attention, and look forward to receiving ... in the

future.
Yours faithfully,
M. Brown
b)
— is to be settled; — thank you for;
— we remind you; — our prices reasonable.

— checking our stocks;
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... the above order.
We are pleased that you find ... .
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We are currently ... and will confirm your order before next week.
... that our invoice ... by irrevocable L/C.

Sincerely yours,
J. White

16. Complete the following letters with appropriate phrases.

a) Dear Mr Johnson,
We ... your order No. A123.

We are glad to hear that ... with the performance of our machines. We are
currently checking that the spare parts you requested are still available, and ... .

We remind you that ... .
We look forward to ...
Yours sincerely,

J. White

b) Dear Mr Brown,

Thank you ... No. B987. We are glad that ... .
We are pleased to ... and can supply you with the articles from the stock.
We assure you that the goods will be packed ... .

... by bank transfer.
... to further ... .
Yours sincerely,

C. Johnson

Inability to Execute the Order

17. Match the phrases from the two columns and make meaningful

sentences.

a)

1. Unfortunately, we are
2. We are sorry to

3. Much to our regret, we
4. We regret to inform

5. We regret

a) inform you that the agreed
delivery 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 accept 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. The product is currently not in
stock

2. We are experiencing financial
difficulties,

3. Because of insufficient demand,
the product

4. Because
conditions

5. Given the financial crisis in the
region

c)

1. If you are willing to accept a
later delivery,

2. We therefore suggest waiting

3. We can offer a similar model

4. We would suggest

of bad weather

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

Cause and Effect

20

a) is no longer available in the
model you requested.

b) but it is available for ordering.

c) and cannot accept orders that
are not pre-paid.

d) we are forced
deliveries.

e) we have stopped doing business
with that company.

to delay

a) delivery by truck.

b) at the same price.

c¢) apply to our distributor in that
area.

d) for stocks to be replenished.

a) we assure you that we will
execute your order with the utmost
care.

b) the item we have suggested as a
substitution satisfies you.

¢) if you are going to confirm your
order.

d) the inconvenience and hope to
be able to serve you in the future.

e) as the product is back in stock.

18. Match the cause with the corresponding effect.

CAUSES

. the freight forwarders strike;
. our stock are low;

cONO OT A~ WDN P

. high import tariffs;

. open orders in our Sales Department;
. recent changes in trade regulations

. there has been an unexpected demand for that product;
. the unforeseen increase in export fees;
. we have many commitments to meet at the moment;
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9. force majeure circumstances;
10. our supplier has gone out of business.

EFFECTS

a) we cannot grant the usual discount;

b) it is completely sold out;

C) we require an additional 10 days to process your order;
d) shipping expenses are no longer included;

e) we require payment at sight;

) we no longer export outside Europe;

g) we cannot meet your delivery deadling;

h) that item has been discontinued;

1) we cannot forward the quantities you requested,;
J) our prices must be updated.

19. Complete the letters with the following expressions.

a)

— therefore; — thank you for;

— We regret; —with the quantities you require;
— within 60 days; — look forward to your reply;

— we hope; — unexpected demand,;

— our stocks; — for the renewed interest.

Dear Mr Brown,
We ... your order No. A132, 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 to ... 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 ... .

b)

... this will not be too great an inconvenience to you, and ... .
Your sincerely,

M. Bright

Sales Director

— however; — any inconvenience;
— satisfied with the performance; — fill the above order;
—as of May 5; —your order No.C76;
— if you find this proposal —recent VAT increase;

reasonable; — grant you the discount.
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Dear Mr White,

Thank you for your letter of May 15 with ... .

We are pleased that you continue to be ... of our computers.

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 yours,

M Bright

Sales Director

20. Find suitable phrases to complete the following letters.

a) Dear Mr Brown,

... for our tablets.

... for the interest you show in our products.

Unfortunately, ... that we cannot offer you the set at the prices ... . Both labour
and material costs have risen significantly, forcing us to increase our prices.

Enclosed are the new prices for ... . We hope that you will still find them
reasonable. We ... at 60 days for this particular order.

Please let us know ... your order at the new prices. We look forward ... .

Yours sincerely,

M. Bright

b) Dear Mr Brown,

... 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 sincerely,

M. Bright
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Modifications or Cancellations of Orders

21. Match the phrases and make meaningful sentences.

1. We would like to apologise a) modify our order as follows ...

2. If you have not yet processed b) if you could change our order.
our order, c) that you can agree to this.

3. We would be very much d) for the inconvenience this may
obliged cause.

4. We regret that we e) in a position to grant us this

5. We hope request.

6. We hope that you are f) must cancel our order.

7. We hope that you will g) to modify our order, if possible.

8. We thank you for your h) please delay shipment until

9. We would like further notice.

1) understanding in this matter.

22. Fill in the blanks with the following phrases.

a)
— for any inconvenience — to meet our requirements
— we are pleased —Yours sincerely
—due to — postpone the other two
— given our long-standing shipments
relationship —-on

Dear Mr Brown,

... May 10th we placed Order No. 114 with your company for 100 fittings to be
delivered in three monthly installments.

... to inform you that the first shipment has arrived safely.

However, ... an unexpected drop in demand for this item, we find that our
present stock is sufficient ... for the next 60 days. Therefore, we would be grateful if
you could ... until further notice.

| hope that ..., you can agree to this, and | am extremely sorry ... it may cause.

M Bright

b)

— dated — for your understanding

—would you kindly modify the —we would like to apologise
order — refer to

Dear Sir,

We ... our Order No. 79, ... May 15.

Unfortunately, due to an error in inventory, the above order is incorrect.
Therefore, ... as per our new order enclosed.

... for the inconvenience this may cause, and thank you ... .
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23. 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 some economic difficulties and cannot meet
our commitments. Therefore,

3. Due to force majeure circumstances, ... .

4. As our present stock is sufficient to meet our requirements for the next
30 days ... .

5. Given that our clients have changed their requirements ... .

6. Due to an error in our inventory, ... .

24. Find appropriate phrases to complete the letters below.

a) Dear Madam,

On May 15, ... for 30 pumps. However, ... we find that our present stock is
sufficient for the time being. Therefore, ... instead of 30.

We hope you ... and apologise for ... .

Yours ...,

b) Dear Mr Collins,

... our Order No. C57, dated ... , for ... . Unfortunately ... we would like to
modify our order. Please send us ... instead of ... . We ... and ... .

25. Match the phrases from the two columns and make meaningful
sentences.

1. Unfortunately, present circum- a) to send you the consignment in
stances do not allow us two instalments.
2. We were sorry b) to cancel your order.
3. However, we are willing c) further instructions.
4. We hope that our proposal d) be able to honour your request.
5. We await e) to hear of your present
6. We refer to your recent letter difficulties.
7. While it is our wish to satisfy ) our proposal acceptable.
you, g) will give you time to resolve
8. We trust that you will find your current situation.
9. We are pleased to h) we regret that we cannot grant

you a favourable reply.
1) requesting us to modify the
quantities indicated in your order.
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26. Use the following phrases to complete the letter.

— of the items you require; —to grant your request;
— with the execution; — we have pleasure;
—acknowledge receipt; — asking us to modify.

Dear Ms Brown,

We ... of your letter of May 15, ... your order.

... to inform you that we can .. .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.

Sincerely yours,

M. Bright

27. Complete the following sentences and letters with appropriate phrases.

a)
1. ... to honour your request.
2. ... because the goods you ordered were made specially to meet your

requirements.
3. ... since the goods have already been handed over to the carrier.
4. ... given that we are currently experiencing economic difficulties ourselves.
5. However, we are willing to ...

b) Dear Mr Brown,

... your letter of ... , asking usto ... .
We are pleased to ... , and we can ... .
We hope ..., and look forward to ... .
Yours ...,

M. Bright

Sales Manager

c) 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 ...,

M. Bright
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Complaints
28. Put the following sentences in order to write letters of complaint.

a) Dear Sirs,

1. The automatic 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 specific
feed feature.

4. It is our opinion that there is a defect in manufacturing.

5. Unfortunately, we have tested the printers and are disappointed by their
performance.

6. We are not willing to keep the printers 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 Ne 1435,

Yours faithfully,

M. Dickson

b) Dear Mr Bright,

1. This is an inconvenience since we do not usually stock this item.

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. 134 which we
received 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 100 wired computer mice
instead of the wireless ones which we ordered.

7. We look forward to receiving a prompt reply.

Sincerely,

Mary Crown

29. Match the phrases from the two columns and make meaningful
sentences.

a)
1. We have received a) one of the tablets you sent us
2. We regret to inform you that was damaged.
3. We are surprised that we have b) a mistake in your accounting
not yet department.
4. It would appear that there has c) received the goods
been d) the shipment covered by your

invoice Ne 119.
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b)

1. We ordered according to our
requirements,

2. If you are not in a position to
deliver immediately,

3. We are writing in connection
with 4. We insist that you

c)

1. We were disappointed to find

2. The goods are now

3. We think that the packing used

4. 1 can only assume your freight
forwarder

5. We request that you

27

a) we will have to cancel our
order.

b) execute the order without any
further delay.

¢) and cannot accept any surplus
stock.

d) the above order

a) made an error.

b) was inadequate.

c) two weeks overdue.

d) that the quality of the product
does not conform to the standard
specified.

e) send us a refund for the
defective items.

30. Complete the following sentences and letters with appropriate phrases.

a)

1. On unpacking the goods, ...
. I was disappointed to find ...

N

3. Unfortunately, some of the goods ...

4. \We have had no news so far ...

(6]

. It would appear that this is due to ...
.. we have already paid for this order.

.. as our stocks have run very low.

. ... at a substantially reduced price.
0. ... we will have to cancel our order.

6

7. .

8. ... at your expense.
9

1

b) Dear Sir,

We have received the shipment ... .

Unfortunately, we regret ... the samples we examined.
However, we are willing to accept the goods ... .

We await ... .
M. Bright

c) Dear Mr Brown,

We are writing in connection with .

We are surprised ..., in terms with the conditions stated in your reply to our

enquiry, delivery was to take place ... .
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However, the goods are now ... .

We require the goods immediately, as ... .
If you are not in a position to deliver immediately, ... .

Please, ... .
Clair White

Replies to Complaints

31. Combine the following 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 June, 15 that some of the
goods

3. Further to your e-mail we
received yesterday, we are sorry to
inform you that, due to

4. We were extremely sorry to
learn that in the shipment we sent you,

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

b)

1. We are taking steps so as to
prevent

2. We will let you know as soon

3. We have looked into this matter
and

4. Our representatives will contact
you next week

5. We are currently investigating
this matter to discover

a) for drawing our attention to the
inferior quality of our shipment.

b) received the goods covered by
our invoice No. 123.

c) a 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.

a) in order to inspect the faulty
articles.

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 marking.
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c)
1. It is possible that
forwarding agents did not follow

2. We remind you that, as stated in
our general terms,

3. We regret that we cannot take
your complaint into consideration

4. We have found that this
occurred

our

d)

1. The amount in question

2. We could offer you a 50 %
discount on the defective goods,

3. We have instructed
representative to collect

4. We gladly agree to your
proposal

€)

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
execute your orders

our

32. Put the following replies in order.

a) Dear Mr Wilkins,

29

a) as it should have arrived within
20 days of receipt of order.

b) because of a mistake in
execution of your order.

¢) we do not accept responsibility
for loss or damage during transit.

d) your packing instructions
carefully.

a) to keep the goods against a
discount of 10 %.

b) if you agree to keep them.

d) will be deducted from your
next invoice.

g) the wrongly delivered goods.

a) more carefully in the future.

b) a misunderstanding is not likely
to happen again.

c) rely on us for your future needs.

d) that we can continue to
guarantee excellent quality.

e) for any inconvenience this has
caused.

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 marking.

4. We have taken the matter up with our freight forwarder and discovered that
one of the boxes from your shipment was delivered to another customer in the same

area.

5. We were extremely sorry to learn that in the shipment we sent you recently, a

part of the order was missing.

6. We have already arranged for the missing articles to be sent to you.

Sincerely yours,
Mike Bright
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b) Dear Sir,

1. Our representative will contact you next week in order to inspect the faulty
products.

2. We were surprised to learn from your e-mail of December, 3 that some of the
products 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.

Yours faithfully,

Paul Brown

33. Complete the following sentences.

1. We were surprised to learn from the above letter that ...

2. We have taken the matter up with our freight forwarder, and ...
3. It is possible that ...

4. This seems to be due to ...

5. We are taking steps to prevent ...

6. ... for the invoice you have already settled.

7. ... for any inconvenience this has caused.

8. ... is not likely to happen again.

9. ... to retain you as a satisfied customer.

Payment
34. Put the sentences in order to make three payment reminders.

a) Dear Sir,

1. We should be glad if you could arrange for remittance at your earliest
convenience.

2. We feel sure that our invoice has escaped your notice. We are therefore
enclosing a duplicate.

3. If you have already sent remittance for the amount in question, please
disregard this reminder.

4. May we draw your attention to our invoice Ne 112 for 3,500 Euro 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 invoice
Ne 122 now two months outstanding, we are surprised to note that the amount due of
10,500 Euro has not yet been settled.
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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 Bright,

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 Ne 12 are still unanswered.

35. Complete the following letter with appropriate phrases.

Dear Sirs,
. our three reminders requesting payment for invoice Ne 234, now 3 month
overdue, we have had no reply from you.
We must insist therefore on receiving ... seven days. Otherwise ... obliged to
take .. .
Yours faithfully,
J. Jackson
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