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Writing letters in English is very much like writing letters in your own
language
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rFrertace

To the Teacher

The growing importance of English as the international business
language has brought with it an increasing demand for up-to-date
courses in commercial correspondence. Yet many teachers feel that the
teaching of English for business is too specialized for them to do
successfully. This book is an attempt to help two different types of
teacher: the teacher of English as a foreign language, who feels he is not
competent to teach business subjects, and the teacher of business
subjects, who feels unqualified to tackle the linguistic problems
involved in teaching English.

Because this book, unlike most of the other books on commercial
correspondence which have appeared, is intended to be a teaching
book and not a reference manual it deals with actual people in business
situations and gives examples of the letters they would write. The
teacher should select the letters appropriate for the particular class he
is instructing. The authors hope that this approach will suggest
techniques for approaching the subject as an interesting and lively
series of situations. By placing the examples in the context of normal
business operations, we hope that both teacher and students will find
the subject easy to learn, easy to remember, and easy to adapt to the
situations encountered in real life.

The book progresses from the basic situations which require the
writing of a letter in English to someone in England to a consideration
of situations arising in foreign trade, although these are usually covered
by the use of printed forms rather than of letters. The introductory
chapters consider the layout of letters and the answering of advertise-
ments for a job in great detail, in order to make the statement of the
points to be made in a letter and its correct layout second nature. By
the time the first real business letters are written, the whole technique of
correct layout and of writing in simple English should be automatic.
The various processes in domestic trade transactions are considered
in some detail, to give the foreign student a clear picture of what
happens in English firms and a background from which to proceed to
international correspondence.

The emphasis throughout the book has been kept on the writing
of letters in a business context. Because we hope to teach the student to
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think what he is doing, we have not included a collection of sentences
which can be copied to fit a given situation; and because we hope to
teach the student to write correctly in the first place we have not
included examples of what should be avoided. The dangers we have
pointed out, and warned the student to avoid, are those arising from
his problems with his own language. Business jargon, now fortunately
disappearing, is ignored.

An intermediate knowledge of English (approximately that of
students about to commence a course of study leading to the Cambridge
First Certificate) is assumed, as is an elementary knowledge of business
operations such as a secretary just completing her course might possess.
The student is encouraged to use the simplest possible language: it is
more important in writing business letters to be able to handle simple
structures accurately and with confidence than to attempt to use a more
sophisticated language which is really outside the student’s grasp.
There is no attempt to teach grammar and composition, although
specific structural points which may cause difficulty are discussed, and
words or phrases which are used in a special sense in this book are
explained in footnotes. It cannot be too strongly emphasized that good
business English is, simply, good English, and the student is en-
couraged to write clearly and simply.

This book is designed to provide enough material to help the
business man facing any normal business situatien, or to provide a
complete course for the student of Commercial Correspondence. It is,
however, written in a way which enables the teacher of a short in-
tensive course to make use of material appropriate to each of his classes;
the remainder of the material will be of value to the student later on,
and can serve as a reference manual.

Many people have been helpful during the preparation of this book.
The authors would particularly like to thank Mrs Sheila Stanwell,
who allowed us to make use of her wide experience in planning the
book ; Dr James Day, Principal of Davies's School of English, Cambridge,
of whose administrative staff both authors were members when this
material was originally planned and taught; Mr Alec Luke of Thomas
Nelson and Sons, for his help with the chapter on foreign trade; and
Mr Peter Geddes, of St Giles School of Languages, for his criticism and
advice. In addition, we must thank our long suffering students. None
of these, however, are responsible for our mistakes and omissions.

Cambridge 1975 M. D. Spooner
London 1975 J. S. McKellen
Vil
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One Writing English
Letters

This chapter is about writing letters. There are some special points
about the beginnings and endings of English letters which are different
from those in other countries (the English never use exclamation
marks — | — after the opening of a letter, nor close with the most respect-
ful salutations). Otherwise writing letters in English is very much like
writing letters in your own language. When writing a letter, it is often
a good idea to make a list of the things you want to say and to make
sure that they are in the right order. You should then write a sentence
about each point and re-arrange them into a connected letter. In English
a group of points about the same general topic are included in the same
paragraph.

Most letters have three main paragraphs. The first explains who
you are and, in general, what the letter is about. The second goes into
detail about the important points, and explains clearly what you would
like to know, to do, or to ask your correspondent to do about them. If
the main body of the letter deals with more than one topic, it will
contain more than one paragraph. (This might happen, for example,
if you explain exactly what your requirements are in one paragraph,
and then in another paragraph ask for details of another item advertised
in a catalogue.) The final paragraph explains what information you
would like your correspondent to provide in his next letter. This last
paragraph is usually the basis for the first paragraph of the reply.

The length of a good letter is determined by what is in it. It should
not be longer than is necessary to say everything necessary simply and
clearly (the meaning becomes less clear as the number of words used
increases); it should not be so short as to omit important facts or be so
abrupt that it appears rude.

When you have finished writing your letter, read it through care-
fully. Try to imagine that you are the person who will get the letter
and try to make sure that what he understands is what you mean to
say. Failure to do this may lead to expensive misunderstandings.

English letters have a standard formal beginning and ending. These
are different in English from those in other languages, and we shall,
therefore, discuss them in some detail.
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Commercial Correspondence in English

Setting Out An English Letter

A letter from a young woman living in England writing to a firm for
information might often look like this:

sender’s 6 Lower Turn Road,
address Kellside,
(letterhead) Mountshire X26 3AB
date 12th May 197-
inside The Manager,
address W. Jones & Sons Ltd,

Hermes House,

Clanton,

Northshire CL20 0ZH
salutation Dear Sir,
introductory I have seen your advertisement in
paragraph yesterday’s Daily Standard, and 1 am writing

to ask you to send me more information about
your “Students’ Note-Taking Kit"".
body of I should be grateful if you could send me
lettet your catalogue. I and some of my friends are
particularly interested in the wallet containing
a ring file, extra sheets of paper and coloured

ball-point pens.
final I shall look forward to seeing your
paragraph catalogue, and will be grateful if you could let
me know by return if you can supply these
kits.
conclusion Yours faithfully,
signature Heidi Braun
(Miss Heidi Braun)
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wWrnting English Letters

Now let us consider the various parts of the letter in detail.

The Letterhead'

Most English firms write on printed stationery®, and the printed
heading will tell you who the firm is and often what it makes or sells,
its address, and how to telephone it or send a telegram to it, the Telex
number if it has one, and the V.A.T. number if this applies. Sometimes
the name of the directors of the firm are given, either at the top of the
letter or at the bottom, and also other addresses to which letters may
be addressed and at which business may be transacted, such as a
branch or an office which handles mail and enquiries of several firms,
usually in a big city.

Here is a typical letterhead which you might find in a letter from a
business firm.

Brown & DPink Limited

Vintage Automobile Parts Suppliers

Charactrrs 19 Berhin Sireei.
Heriry Browen London WE 42T
oty Pk Tel 701-2295-3916

Telegrams Colours
qunﬁnrs
15th June 19—=

Vat Reg Neo RY9B 1210
Telex 234 7B6D!

Notes: Limited (usually abbreviated Ltd) indicates that this firm is a
Limited Liability Company, and is required, if it was founded in 1916
or later, to give the name of its directors on its letters. A Limited
Liability company is the most common type of firm in England. The
share-holders own the company. ““Limited Liability’’ means that if the
company should fail, the shareholders do not have to pay more than the
value of the actual shares they each hold. “Vintage Automobile Parts
Suppliers” describes what the firm does. In this case, the firm supplies
parts for the old, expensive cars which are restored for wealthy ama-
teurs who like to own, for instance, a 1911 Rolls Royce ora 1904 de Dion;
these are known as vintage cars (or automobiles).

‘letterhead: (printed) heading of a letter
Xstationery: paper (usually paper used for letters)

18



oAbyt o) il Jaaisll Jabiss oY Gea

ARyl dssy i

e Lemhan ¥ 005 L Wi, (AN aa g, lais )
R > SV PP I WE T <y [ JUCH BUR 1 | B -9 R e |
L.S*A._g.ﬁ :‘ olllass L.__, dL-..L...._;.U U‘“ J.;‘.i :..:-,.J-l‘ L‘E‘JJ:‘HJ
@05 Aol Dlo—ially Gl sl sl Glaie Jeas
I._S_JL—-?:‘J‘ J_.._n:'n._-l“ r.;_,,ﬁl--;_;l‘ ,_5.’-] g’lﬂ 13} ‘_,.;S.h.“
S ol A Lo g it Jeas Glaly, LG |
Ll Jeas a3 LS Ll 3 o 4G, o g WAl
el S ) Lol aa sl (o Al uglie

S ol
—_— s s Y

(S p i plitale paias ) aad LK 1 alhady
3l ., ;..1_’.}:;.. ‘....3 <l aSJ-.ﬁ o L.‘.....j.u oda U'“ 5
Jead o) G am Ly VA0 Wb e B sl s
S o Bagaal) LAl @l A amy b el sled Ay )
O5Sler ) Glaali L 1K 3 IS A o I g )
Cadym3 T30 A0 G € Bspaall (3 0 B e dasy o 4C
Claill eVt o XV amins ¥ Lo 0¥t Glaal Gl Jotald
. :S_,-ﬂ' iha..l...i,ﬁh.,_.&‘

Chaoit Lonall Gajpall @l ) JLué adad 93550 3l
a—his Wil 05 sl g Alad) sigy . 3l Jee
SV Shaedl Ly Biiay Al LRI dash L Lé
e e Oe Gias odas Bl DL 3 ML Gaad e oedl)
Q‘JL.-.:._Jl oI 14.¢ f'L‘C;"C.P'G.’ﬂ" S ;_;‘-9--! ,j‘ RS R
o @A Gl Gualt w

17



Commercial Correspondence in English

Sender’'s Address

In England the layout of the address is as follows:

Number Name Street (St)
Road (Rd)
Avenue (Avel)
Gardens (Gdns)
Close

Village or Town

County (if necessary; not for major towns

or cities like London, Manchester,

Liverpool, etc.)

Postcode

Note that in personal letters, the name of the writer is NOT written
above the address. This differs from the practice in most other European
countries.

The telephone number gives: the city or town (701) Note: London

is 01
The telephone number the exchange (229) in that town
is usually placed and the individual number (3915).
before the date. Many numbers can be dialled

4:lirnl.':-:tl_v,ar from other countries.

The Date

In England, this would be written as:
3rd February 1975, or 3 Feb. 1975
or 3.2.1975
or 3.2.75
In America, however, it would be:
February 3, 1975 or 2.3.1975
It is therefore better to write the date in words to avoid confusion.

Inside Address

There are several ways of setting out the address of the person to
whom you are writing, but the usual form is:

The Manager,

Brown and Pink Limited,

18 Berlin Street,

London WZ 4JT

.18
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wrnung englisn Letters

Punctuation may be omitted (and almost always is omitted in America.)
When you know the name of the person to whom you are writing,
you should use it instead of The Manager. The way in which it is written
is as follows:
Ordinary Men Mr John Smith
Mr J. E. Smith
Men with titles Sir John Smith
(not Sir J. Smith or Sir Smith)
or degrees Dr J. Smith
Dr John Smith
(other degrees need not be
mentioned)
Women Mrs June Smith
Mrs J. Smith
Miss June Smith
Miss J. Smith
Ms June Smith
Ms J. Smith (when you do not know
if she is married or not)
If you are writing to someone in their official capacity, you can follow
the name by a comma (,) and the name of the position:
Mr John Smith, Manager
Miss J. Smith, Secretary
When you do not know the name of the person holding a position, use
these forms:
The Managing Director,
The Sales Director
The Manager
The Secretary

References

You will often find a space for reference at the beginning of a letter,
often followed by a group of numbers or figures or both. This may
appear as:

Your Ref: JD/MDS

Our Ref: OLZ[FR/132ST
The “Your Ref’ refers to the letter which is being answered, and
obviously is left blank if this is the first communication between two
people or firms. The usual explanation of the two groups of letters is that
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Commercial Correspondence in English

the first group is composed of the initials of the writer of the letter and
the second of the person who typed it. In the second reference, from the
firm which sent the letter, the addition of numbers and letters will
probably show where the correspondence relating to that subject can
be found.

The Salutation

If you know the name of the person to whom you are writing, write to
Dear Mr Holmes, Dear Mrs Holmes, etc. The name is followed by a
comma (,). In America, Dear Sir or Dear Mr Jones are both used and are
always followed by a colon (:). Men who are fairly close friends used
to use each other’s surnames and some people still do (Dear Holmes),
but, since this implies friendship, it is advisable to allow your English
correspondent to do this on the first occasion; most people now use
the first name of a friend, whether of a man or woman. It is perfectly
correct for you to do this once it has been done in conversation or over
the phone; the senior person should be the first to use the junior
person’s Christian name. The junior person may well feel unable to
respond, and may continue to use the more formal Dear Mr Holmes.
In America My Dear is more formal than Degr (which is normally used
for friends and in business letters); the reverse is true in England.

If you do not know the name of the person to whom you are writing,
it is correct to address your correspondent as Dear Sir. If (as in the case
of a secretary) you think you may be writing to a woman, address her
as Dear Madam (never use Madam with a woman’s name; but Mr, Ms,
Mrs or Miss must always be followed by a name). In America, a corres-
pondent whose name you do not know is usually addressed as Gentle-
men, followed by a colon.

Here are some examples of the formal titles of people to whom you
may be writing and the correct salutation to use in each case.

Mr J. H. Green
Dear Mr Green,

Dr J. Knight
Dear Dr Knight,

Sir John Falstaff
Dear Sir John,

Ms G. Green
Dear Ms Green,
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vvritiing englisn Leters

Miss H. Jones
Dear Miss Jones' ,

Mrs G. Finch
Dear Mrs Finch?,

The Manager
Dear Sir,

The Secretary
Dear Madam,

The Body of the Letter

As we have explained earlier, this should consist of three paragraphs:
an introductory paragraph, the middle paragraph, containing the main
body of the letter, and the final, concluding paragraph. These may
begin at the left-hand margin (when they are known as “’blocked”), or
they may be ““indented” (the first line beginning 5-10 spaces from the
margin, never halfway across the page). A space is usually left between
paragraphs.

The Conclusion (Ending of the Letter)

This may be in the centre of the letter or (less commonly) against the
left-hand margin.

If you begin your letter with the name of a person (Dear Mr Knight,
Dear Jane, etc.) then end it Yours sincerely or Sincerely.

If you begin your letter without the name of a person (Dear Sir,
or Dear Madam), then end it Yours faithfully.

The most common ending of a business letter in America is Yours
truly or Very truly yours, but Sincerely or Sincerely yours are also used.

Although there are other correct forms, the forms given above are
always correct and they are by far the most commonly used, both in
England and in America. Note that both sincerely and faithfully are
followed by a comma (,). They are separated by one or two spaces
from the last lines of the letter.

The Signature

Underneath your signature, you should type your title, initials or
first (called the Christian) name and your surname, or write them very
clearly if the letter is handwritten. (Note the contrast with the practice
'never write “Dear Miss™ or “"Dear Mrs”

24 7
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Commercial Correspondence in English

in other countries where your name is written before the address.)
Underneath this, you should type (or write in capital letters if your
letter is handwritten) your position in the firm (Secretary, Assistant
Manager, etc.)
Examples of signatures are:

(Jane Brown)

Miss Jane Brown

Secretary to Mr Jones

(Frank Jones)
Frank Jones
Overseas Manager

(Ann Smith)
Mrs Ann Smith
Personnel Manager

(Sarah Green)
Sarah Green

for Frank Jones
Overseas Manager

April Vintner
dictated by Frank Jones,

Overseas Manager,
and signed in his absence.

If somebody dictates a letter but has not the time to stay and sign it,
it is correct for the secretary to sign it and type underneath: Dictated
by Mr M. Poletti and signed in his absence. If the letter is signed by
Mr Poletti’s assistant, after having been checked by him, he should
sign it and put the word ““for” in front of the typed Mr M. Poletti under
the signature (this is often replaced by p.p.). Note that in England the
forename is put before the family name, and we have followed this
English convention throughout this book.
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VVIILNIY CHgnisin LeELels

Summary
Person Addressed Salutation Ending
Mr T Smith Dear Mr Smith Yours sincerely
Dr A. Smith Dear Dr Smith v "
The Manager Dear Sir Yours faithfull
The Secretary Dear Madam o ’
Ms Smith, Secretary Dear Ms Smith Yours sincerely
Messrs Smith and

Jones Dear Sirs Yours faithfully
Exercises

1 Write the correct greetings and endings for letters to:
a) The Manager of a travel firm
b) The Manager of a book shop
c) Mrs S. Jones, the Secretary to the General Manager
d) F. Clark, Assistant to the Export Manager, Mr J. C. Brown
€) S. Smith, Secretary to the Managing Director
2 Set out the following addresses and telephone numbers, adding
punctuation where necessary, and write them out in a way which would
make them into letterheads in the English style:
a) J.Collingwood and Sons 63 New Park Lane London 027 6JT
01-2432-6789
b) Thames Booksellers 102a White’s Out Road Lighburn
London LC3 18T 01-9462-78392
c) Lowery Press Limited 919 Whites Line Gardens London JL1 16NZ
01-026-0892 Telex 7824062
Directors J Low C Very
d) The Electricity Board Lane House Prinipals Park Manchester
076-1282-39367 Vat Reg. 21.4000.20
¢) Jameson’s Travel Agency 3012 Park Lane London W1 01-9439-63201
3 Begin and end a letter (giving the inside address) to each of the firms in
exercise 2, choosing a suitable person (manager, secretary, etc.), to whom to
write in each case.
4 Write these dates (a) in the English (b) in the American style. Give the
date in full and in the numerical abbreviation.
a) the twelfth of October Nineteen hundred and seventy four
b) the third of February Nineteen hundred and cighty one
c) the thirtyfirst of July Nineteen hundred and sixty nine
d) the ten of January Nineteen hundred and seventy
e) the fifth of March Nineteen hundred and seventy four
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Two Getting a Job
%ers of Application

Always look at the “*Situations Vacant™ column carefully
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Getting a Job

There are some letters which you will have to write for yourself rather
than for your firm. These may be from you to a friend, or from you as
an individual to a business firm, travel agency, etc. In this book we are
not concerned with personal letters to friends but we are concerned
with those which you may have to write to a business organization.
Throughout the rest of the book we shall be dealing with several types
of these letters, but in this chapter we are going to deal with one
particular type: those which you will write in order to get a job.

In every English newspaper, and in many of the trade journals
(magazines published for people involved in particular forms of
business or building, electrical engineering etc.), you will find ad-
vertisements put in by employers with jobs which they wish to fill
(usually these are found in the “Situations Vacant” column). The first
thing to do, if you are looking for a job, is to glance through the column
and notice those which are of particular interest to you. You should
then look at each and analyse them more carefully.

Here are some examples:

Heidi, who is a fully trained secretary and has just taken the First
Certificate Examination, would like to spend a year working in England
to perfect her English and to learn something of English business
methods. She has looked through the newspapers and has picked out
the following advertisements as a first selection.

Bilingual German/English Receptionist/Telephonist required for
busy West End Agency. Pleasant working conditions. Good pay
and holiday. Please telephone Mrs Jones 01-7891-45975.

Our very efficient secretary is leaving us on 31st December and we
need a replacement by 1st January. This is a position requiring
fluency in spoken and written French/German/English. The job is
interesting and varied, requiring tact to deal with callers and
ability to conduct correspondence in all three languages. Salary
according to qualifications and experience. Applications should
arrive before 15th November, 1975. Please write for form from
Mrs S. Smith, J. S. Thompson Ltd, 17 North Street,

Birmingham BR17 18NQ

Bilingual Secretary, 20-30 years. Required by an International
Travel Agency. Interesting and lively job. Please give full details

20 11
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Commercial Correspondence in English

of age, education, qualifications and experience. Apply in writing
to Personnel Manager, 1975 Travel Agency, 221 Baker Street, London.

Let us look at these more closely.

The first advertisement attracts Heidi because the job is in the West
End of London. The first thing which Heidi notices is that she must
telephone Mrs Jones and not write to her. This, of course, is because
she must be bilingual and must, as a receptionist/telephonist, speak
to people rather than write to them. Heidi telephoned Mrs Jones, but
discovered that the salary was very low and that the holidays were
unpaid, and so she did not continue with her application.

The second advertisement looked far more interesting, although
it did not explain what kind of a business was involved. (Heidi soon
discovered that it made machine tools by telephoning Directory
Enquiries and asking for the telephone number of the firm and for full
details of its entry in the Telephone Directory; this entry stated that
the firm was a Machine Tool Manufacturer.) Heidi thought for a few
moments and then tried to work out the timetable. The firm obviously
wanted somebody to start working as soon as the present secretary
left. She was surprised that applications had to reach the firm six weeks
before the job was to start but then she realized that the successful
applicant could give her present employer a month’s notice and there-
fore would be able to start her new job on lst January. The work
certainly looks interesting, but nothing is said about holidays nor is
the salary range specified; these are things which Heidi would need to
enquire about if she is offered the job. The main problem, however,
is that this job is in Birmingham, which is not a place in which Heidi
particularly wants to live.

However, this does look an interesting job, and is obviously the
right kind of work for Heidi, who wishes to learn about English
business methods.

The third advertisement is also interesting, but it leaves out a great
many details. It does not state in which language the secretary must be
bilingual nor does it explain anything about the working conditions,
holidays, salaries, etc. On the other hand, it asks Heidi to give a great
many details about herself.

Heidi decides that the second advertisement looks the most promising,
and decides to apply for this job. The first step is to write for an
application form. Since she has only one point to cover in her letter,
she writes a short note like this:



Hhunl*hitrlmuﬁmgo;#‘jﬁhtiﬂi_,umﬁ,u_an
.W-%ﬁ-ﬂﬁg@fT“M‘Jﬂj\\YﬂiQﬂi,ﬁ"
DS e wUMeY 2de Gugii Ugea

Coesll- Bahis (i Joadl S0 oY e calial YoV Y
Mu‘wu‘émbhk.:.?ﬁ J."l.l' U“"'II.?‘":“I

sns Jall Rasky 13y .+ Ll i V1, Siga Sy Lusle
.::" ehﬁ:o@@‘hﬂﬂ‘a-ﬁo'@hﬂ@ﬂa‘uﬂ
l_l.l.'.h_,w_, e “.\.l....a.tl_l LIJ"AJ;‘_;J-IL. l-.-nl..n.nf Ads . H-_l.“h'ﬁ:-'l
ﬁ&hﬁ@h&bﬁ:eh?u‘_}ai‘ I_,J.u..nt?ﬁ).u ,_-J‘
ﬁ_’.Udl:.a_.lL
A3 . 4.-......1._-?? u‘;-._.c;ﬁd__.._.j.l! u‘ Suls s ﬁ:]
Talo Gasll o qt...., Ll t_-L.‘.'ila.-.....?L.L...:.L-;..L...l
ﬁﬁ_ﬁ-ﬂ]‘ﬁhaulﬁw‘hﬂm Jifc-ﬂﬂl-;mgu
o Lelee LR

T3l M Jos o) i Jeadl il oY ala e s
J__..JlA_JLLuL -sias 'J..Jl,:..u..c_...L....la...._.J.-
—tt ) W‘L&L“Je-u C._.L_.:L..\..;,.;ﬂ_,__,,_..
e S S Ut ol YT e ol Vg it
t_,.u_.,._,n el Ug_,, Jond T.u.i...lg.lul 15 Lis
u,....A.ili J...." &_,.. P t‘_nl_,.“_’ L....... J...I! Lu ,.u.. oS
*j:&f_,ﬁ_ﬂl.,“ﬁ‘,_ﬂ M'M'JH?L}%N
Gali ey - c-“u"-wu.a ‘-"..n'*—“-'ﬂ: Jeadl Gyl e Lad Sa
o Ui oo 1aa 80 Cllals @k gl Sl Ge callar 5 A

a9 ) am e UK lazly gau SN LYY O sails
S Gl a5 (V) Bahally L Jeall Ll aais o) le
Al Ll of Lary - Laeadd alodaadl 5o Ll Jgeaal)
DA padl e 6 s 5 S5k AL, i Ulyum Baal




Getting a Job

6 Lower Turn Road,
Kelleside Fi

Mountshire X226 3JAB

O 4382-98Bs6
Mrs S. Smith,
J.5. Thompson Ltd,
17 North Street,
Birmingham BX17 BNQ
England. 2nd August 197-

Dear Mrs Smith,
I have seen your advertisement for a secretary, and
would be pleased if you could send me an application form.

I enclose an International Reply Coupon.

Yours sincerely,

Hoodi Brauw

(Miss) Heidi Braun.

Or she may, since the firm is in Birmingham which is a long way from
Heidi's home, decide to ask for a few more details, and to tell Mrs
Smith a little more about herself, so that they need not waste each
other’s time if the job does not attract Heidi, or if she is not the kind
of person Mrs Smith is looking for. She could then write like this:

Heidi's home address
2nd August 197—
Mrs S. Smith,
J. §. Thompson Ltd,
17 North Street,
Birmingham BK17 8NQ,
England.

Dear Mrs Smith,

I have seen your advertisement for a secretary, and I am
writing to ask you to send me an application form, for which 1

36
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Commercial Correspondence in English

enclose an International Reply Coupon. However, I shall be grateful
if you can give me some further information before I apply for this
job.

Iam 21 years old, Swiss, and fluent in French and German
(my family is German-speaking but I have always lived in the
French part of Switzerland). I took the Cambridge Proficiency
examination last year and passed it. I am a fully trained secretary
and have been the Secretary to the General Manager of an
engineering firm for the last 9 months.

Could you please tell me something about the nature of the job
and the kind of salary I might expect and also about paid holidays
and sick leave. Do I need a work permit? If I do, could you obtain
it for me?

I hope you will forgive my asking these questions, but it does not
seem worth my applying for a job in another country if I am not
the right person for it.

I shall look forward to hearing from you.

Yours sincerely,

(Miss) Heidi Braun

Note that this letter contains two main paragraphs. This is because
there are two main ideas in the body of the letter, each of which
requires a paragraph to itself.

Moshiki, a trainee manager in a Japanese radio manufacturing firm,
is interested in coming to England for similar reasons to Heidi. He sees
the following advertisement in an English Engineering journal:

WANTED: Assistant Manager for London office of Japanese
Engineering Cumpan};. Must be well educated and speak both
English and Japanese fluently. Good pay and prospects. Apply to
the Personnel Manager, K. H. Hart & Co., 19 Westcheap, London,
N.E.15.

He feels that this looks very promising and that he would like to apply
for it, but that at the same time that he would like to have more details.
He therefore writes this letter:

14 38
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Getting a Job

Moshiki’s address
Japan
The Personnel Manager 18th June 197—
K. H. Hart & Co.,
19 Westcheap,
London, N.E.15.

Dear Sir,

I should like to apply for the position of Assistant Manager as
advertised in yesterday’s ““The Press”.

I am 25 years old and not married. I can speak and write
English, French and German with ease. I have spent two years in
Germany in an Export firm and one year as a Trainee Manager with
an Engineering firm with German connections in this country.

I should be grateful if you could give me further information
about the job you advertise.

Yours faithfully,

Moshiki Watanabe

Mr Marco Poletti, a production manager of an Italian company, is,
on the whole, less likely to wish to apply for a job in England. However,
it is possible. Here is the type of advertisement which may interest him:

INTERNATIONAL METALS
Graduate in engineering with experience of production techniques
required for a commercial career in a2 major international
non-ferrous resource company. Location initially London with
opportunities for overseas appointment later. European languages
an advantage. Must be intelligent, energetic and dedicated individual.
Please send full particulars of education and experience to
Mr L. S. James, Donera (Canada) Corporation, Haymarket, London.

His friend, the sales manager of the Italian company for which he works,
might be interested in these positions:

Applications are invited for the appointment of a

GENERAL SALES MANAGER
to be responsible to the Chairman for increasing both turnover and
profitability of Home and Export Sales of rubber compounds and
reconstructed tyres. The Company is now undergoing a major
re-organization of production facilities and sale rationalization, and
the appointment is necessary to cover the increased production.

40 15
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Commercial Correspondence in English

The successful applicant will be in the 35-45 age bracket and have
a proven record in Selling and Sales Administration. There is
scope for further advancement. Salary by negotiation. Full details
in first instance to Mr T. E. Johnson, Durabil, Bradford Road,
Durham,

The strictest confidence' will be observed.

SALES MANAGER
£5,000—£7,000 p.a.? plus car and bonus

Our client is an international concern, manufacturing and marketing
well known fast-moving consumer products in a highly competitive
market.

Internal® promotions have created a first class opportunity for a
highly skilled Sales Manager who has had a sound background in
creating brand strategy, developing, carrying out and

controlling marketing plans. The successful candidate will have had
experience in the development of methods, techniques and resources
found in an imaginative and profitable marketing operation. He

will report to the Group Manager and be based in Central London.
The Company offers genuine opportunities for immediate job
satisfaction and considerable scope for promotion to more senior
positions within the UK* and Overseas. This appointment will prove
of interest to those currently® earning in excess of £4,000 p.a.
Salary will reflect experience and ability, in addition to which there
are benefits and conditions of employment well in keeping with
those of a concern of repute and standing.

Please write, in strict confidence, for an application form to:

John H. Jones,

Managing Director,

Whitman Recruitment Associates Limited,

1/2 Nut Court,

Fleet Street, London, EC4 3HP

! confidence: to keep something in confidence, or confidential. means to keep it private
’p.a.: per annum, a year

internal : within the firm

*UK: United Kingdom (Great Britain and Ireland)

*Currently: at present
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Getting a Job

EXPORT MANAGER
Experienced manager wanted to develop the export side of a well
known shoe manufacturer. The work will be concerned with Italy
in the first instance, but will later expand to take in most of
Europe. We are looking for someone who is familiar with shoe
production and has special knowledge of the Italian market; he will
probably be between 34 and 44 and will have worked in Italy in
the shoe trade. Generous salary, car and expenses; assistance with
removal expenses; good pension and bonus schemes for the right
person.
Apply to the Personnel Manager, Tolus Shoe Company, Brook House,
Weston Road, London UC2 16LBS

Marco replies to this advertisement as follows:

Marco’s address
4th November 197-
The Personnel Manager,
Tolus Shoe Company,
Brook House,
Weston Road,
London UC2 16LBS

Dear Sir,
Export Manager

I have seen your advertisement in The Globe and I should like
to apply for this position.

I am at present the production manager of the Benuto Shoe
Company in Milan. I joined this company in 1966 as a sales
assistant, and after 18 months became a travelling representative.

I then became the assistant to the production manager and have
been the production manager since 1970. We specialize in the
manufacture of high quality ladies’ shoes, but we do also make a
mass produced line which sells widely all over Italy.

I am married with two children and my salary at present is —.
I am anxious to gain experience of the shoe manufacturing industry
outside Italy, and would be prepared to live in England and to bring
my family up in England. I could come over, at my own expense,

44 17
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Commercial Correspondence in English

for an interview during my holiday which begins in three weeks’
time, on Monday 22nd November.
Please let me ".now if there is any further information you
would like to have.
Yours faithfully,

Marco Poletti

Summary

The important points which you should consider in replying to an
advertisement about a job are:

1 The advertiser will form a judgement of the kind of person he thinks
you are from your letter. Be careful to sound confident but not aggres-
sive or boastful. The impression which the advertiser receives of you
will be affected by the way in which you write English (an exclamation
mark after the salutation, for example, will strike the English reader
as abrupt, while an over-effusive ending involving your most agreeable
compliments will appear insincere).

2 Make a list of the points you wish to include. Group those which
relate to the same topic together, and write a sentence about each,
combining each group of sentences into a paragraph.

3 Re-read your finished letter very carefully to make sure that the
English is absolutely correct. Your future employer may see every
mistake in English as a warning that you may be a careless worker.

4 Give full details of your age, experience and qualifications and if you
are employed at present. Explain why you are leaving your present job.

Exercises

Reply to the following advertisments:

1 FARM/Private Secretary required. Apply evenings, 4 Meadowcourt,
Bailey, Beds. Farm in village eight miles from Luton.

2 GIRLS and women wanted for our production department in a well-
known boiler-making firm. Apply Mr Evans, James W. Gold Ltd, Silver
Street, Bletchley, Bucks.

3 SIEVGE Ltd. We have a vacancy for an experienced MENSWEAR
SALESMAN in our Kadet Ready to Wear Department. Good salary, 5 day
week. Apply Manager, 46 Horace Street, Cambridge. Tel. 609021.

4 INTERNATIONAL COMPANY of Refractory Engineers has vacancy

for a Junior Sales Engineer, 25/32. The work will comprise technical duties in
offices in Saffron Walden and some travelling to site. Drawing Office
experience is essential, but training in Refractory Engineering will be given.
Car owners preferred. Apply in writing, giving age, salary expected and
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Letng a Job

details of experience to: D. E. Bomley, Renato Furnace Engineering
Limited, 22b Queen Street, Saffron Walden, Essex.

5 EDITOR required for Packaging Review. Good salary and prospects for a
career in packaging journalism to young or youngish man who has
developed a strong news sense in a similar technical field, can handle
features and modern make-up but likes contact with the trade better than
desk work. Knowledge of marketing, distribution, design or plastics would
be helpful. Write: Editorial Director, Crown Press, 10601-10621 Fleet Street,
London, E.C.4.

6 MANPOWER DEVELOPMENT AND TRAINING. There is to be a new
appointment for a man to assist the Administrative Manager in manpower
development and training duties, and in industrial relations. He should be
under 45, preferably but not necessarily a graduate, and experienced in
administration, particular on the personnel or training sides. Membership
of .LP.M.! and knowledge of the publishing business would be an
advantage. Part of the duties would be the detailed carrying out of the
manpower development plan and he would need both drive and
understanding to achieve his objectives. The salary would start around
£5,000 a year according to experience and the prospects for advancement
would be good. Apply to D. N. Macdonald, Administrative Manager,
Nutterworth and Co (Publishers) Ltd, Croxley Square, Riblon, Donshire.
Telephone 5937-405-6900.

7 UNUSUAL AND REWARDING MANAGEMENT opportunities for a man
aged 35--50 accustomed to individual responsibility and willing to work
away from home; permanent position, good salary, allowance, car, pension
and insurance. Full details of age. education and career to Brigadier

J. F. S. Rendall, Hooker-Craigmule and Company, Insurance Agents,

The Grove, Harden, Munfolk.

8 SECRETARY required by Partner in firm of solicitors. Some experience
of legal work essential. Apply Messrs Rett and Co., Jones House, Wessex
Street, Foxby, Wessex. Office nours Monday to Friday, 9.15 a.m. te 5.30 p.m.
9 SCIENTIFIC ASSISTANT required with some knowledge of chemistry
and preferably with laboratory experience. Opportunities exist for further
training and promotion. Good holidays and most Saturday mornings free.
Appointment, depending upon age and qualifications will be on a scale
rising to a maximum of £28 per week. Written applications to the School of
Agriculture, Pembroke Street, Lanton, Nantshire.

10 SECRETARY required for small engineering and scientific company in
Chickenmere. Five-day week, electric typewriter, good salary. Please contact
Mr J. Stodard, Chickenmere 311 (day or evening) or write to 11 The Grove,
Chicksett, Middlesex.
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If he were going to share a room with a business colleague he might ask
for a twin bedded double room
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Booking a Hotel

Josef, a trainee manager in the firm in which Heidi works, has been
asked by Herr Schmidt, the general manager of his firm, if he will go
to London and see what possibilities there are of increasing the firm’s
sales to firms in England. He will be in England for about a week and he
will try to see as many people as he can. This means that he must
arrange to stay in a hotel in central London and to take with him letters
of introduction to various people he may wish to see, as well as making
appointments to see people he and Herr Schmidt already know. Herr
Schmidt himself will be away for a week, and he has asked Heidi, his
secretary, to help Josef with the letters he will have to write.

The first thing to do is to make arrangements for the journey, which
Heidi does for him before he leaves his own country. The next thing
is to make arrangements for his hotel. Josef needs to stay in the centre
of London, and because he is to be in London for a week, he wishes to
have a room with a private bathroom. He is not married, and is not
going with any of his colleagues in the firm. If he were going with his
wife he would ask for a double room and would state whether he
wanted a room with a double bed or with twin beds. If he were going
to share a room with a business colleague he might ask for a twin-
bedded double room. As he is on his own he needs a single room with a
private bathroom.

In making a hotel booking, the following points need to be covered:
1 What type of room do you require (single, double, twin-bedded
double with bath)?

2 When do you want to have the room? Be particularly careful to
make this absolutely clear (‘I should like to arrive on the evening of
Sunday 12th February and to leave on Friday morning 17th February™.)
3 Do you need any special facilities? (For example, secretarial help, a
room available for business meetings, a room overlooking the river?)
4 Is there anything unusual about your arrival (a flight which arrives
very late at night or very early in the morning)?

5 You will need to ask the hotel to confirm the booking and to let you
know the price of the room.

6 If you have been personally recommended to the hotel, it is often
worth mentioning the fact, as hotel managers will usually try to avoid
upsetting a friend of someone who is already a customer.

21
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Commercial Correspondence In English

7 Does the price of the room include VAT' and the service charge
(which varies from 10-15%)? The hotel will usually state this in its
reply, but you may have to ask for this information. You also need to
know what meals, if any, are included.

Josef's addreses

The Manager .
The Fraince of Scotland Hovel.
e Lisle Gardens,

London ABL 2C0L 1%th November 197-

Dear Sar,

I am Writang at the fvagescion of my fraend Luis
Cuerrere Hernandez, who stayed at your hotel lase year
and has recommended it to e,

T would like to book & single room with bacth for
the nights of &th, Tth, 8th ard 9th February 197-,

I expect to arrive i1n London about noon on 6cth February
but - as I am sure you apprecaste - Elaghts are often
delayed and 1 may nor reach you wuntil much later. |
should prefer a room with & view over che Park.

I shall be glad il you will let e know whether you
have a suitable roos asvallable ard how ruch my stay will
cost.

1 look forward to hearing from you soon.

Yours [aathfully,

Iof Ctn

Josel Eisler

Trawnee Sanager

The reply from the manager of the hotel arrives:

The Prince of Scotland Hotel,
De Lisle Gardens,
London, AB1 2CD

21st November 197-
Mr Josef Eisler,

Josef's address.

Dear Mr Eisler,

Thank you for your letter of 15th November.

I confirm that we have reserved a room with a private bath for
the nights of 6th-9th February inclusive.

'V.A.T.: Value Added Tax. a recently added tax on the value which is added to
raw materials as they become finished products. It is not usually due on goods which
are to be exported, but is charged on products bought and used in England
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The price of a single room with a private bath overlooking the
Park is £14.50 a night including V.A.T. There will also be a service
charge of 1249, This price includes breakfast.

We look forward to seeing you.

Yours sincerely,

M. O. Jones
Manager

A week before this Heidi had booked a room for Herr Schmidt,
the Export Manager of Josef's firm. The exchange of letters was as
follows:

Josef's Firm's Letterhead

The Manager,

Jupiter Hotel,

Southholt,

Surrey. 12th April, 197-

Dear Sir,
I should like to reserve a single room with bath for our
General Manager, Mr Schmidt, for the nights of 10th and 11th May.
If possible he would like a room on the first floor, with balcony.
He hopes to arrive at 7.30 p.m. and would like dinner. You may
remember that he stayed at your hotel last year,
Yours faithfully,

Miss H. Braun
Secretary to Mr Schmidt.

Jupiter Hotel,
Southholt,
. Surrey
14th April 197~
Dear Miss Braun, .
Thank you for your letter of 9th June. We shall be very
pleased to welcome Mr Schmidt again, but regret that since his
last visit we have had to increase our prices and the cost of a single
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room with breakfast is now £12.50. We hope to give him our usual
efficient service.
Yours sincerely,

T. Jones,
Manager

Josef now gets Mr Schmidt to write a letter introducing him to the
manager of an English firm in the same field. At the same time, Mr
Schmidt writes a letter which Josef can use to introduce himself to
people he does not yet know but whom he may meet during his trip.

Letterhead
Date
James C. Lloyd Esq.,
General Manager,
Hoare and Dinsley Ltd,
124 Court Place,
London AB1 2CD

Dear Mr Lloyd,

I am writing to introduce Mr Josef Eisler, one of our trainee
managers. He is about to spend a week in London, and will get in
touch with you when he arrives.

We are hoping to increase our sales in England, and Mr Eisler
will be investigating the possibilities of this. As you know, we
have been able to supply our machines to you at very favourable
terms’, but they have not always been exactly what you have
needed. Mr Eisler hopes to find out exactly what you require, and
also to investigate the question of delivery dates and credit terms,
so that we can continue to work satisfactorily with you.

With best wishes to you and your colleagues,

Yours sincerely,

H. Schmidt
Export Manager

' very favourable terms : at a reasonable price and with easy conditions of payment
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Letterhead
Date
To Whom It May Concern

This is to introduce Mr Josef Eisler, a trainee manager in our
export division.

Mr Eisler is to be in London from 12th-17th February 1975.
Schmidt and Johne wish to extend their co-operation with English
firms who are able to make use of their machine tools, and Mr
Eisler is in London for the purpose of conducting exploratory talks
to this end. I hope that you will be able to see him and that your
discussion will be useful. )

H. Schmidt
Export Manager

When Josef reaches London he finds that he needs to stay a few days
longer and to see more people than he had realized he would. He needs
to travel outside London as well.

He writes to the airline to alter his flight home, and arranges to stay
a few days longer at his hotel.

Letter Altering the Date of a Flight Previously Booked

1028 Hills Avenue
London UE1
14th February 197-
The Manager
Thos. Cook & Son Lid,
Market Place,
Baldock, Herts.

Dear Sir,

Just over a month ago I booked a flight to Zurich by Swissair
on SA312 for Friday 17th February.

I have now decided to stay longer in England and would like to
travel by the same flight one week later — that is on 24th February.

1 enclose my ticket and would be grateful if you could make the
riecessary alteration.

Yours sincerely,

Josef Eisler
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Commercial Correspondence in English

Making Appointments

Josef must also write to the people he would like to see.

Hotel Letterhead
Date
H. J. Brown Esq.,
Wheffers Ltd, Machine Tool Makers,
Hills Road,
London AB15 2CD

Dear Mr Brown,

I am spending a short time in England enquiring about the
possibilities for Schmidt and Johne to increase their business with
English firms. Mr Lloyd of Hoare and Dinsley thought that you
might be interested in this and I wonder therefore if I might see you
while I am here. I have an appointment in Oxford next Monday but
would be able to see you at any other time which is convenient
for you and would be grateful for an appointment.

Yours sincerely,

Josef Eisler
Trainee Manager,
Export Department

I enclose my firm’s letter of introduction

Josef receives the following reply from Mr Brown.

Mr J. Eisler

Wheffers Ltd, Date
Hills Road,

London AB15 2CD

Dear Mr Eisler,

Thank you for your letter.

I shall be very interested in discussing your suggestions
with you. Could you come here next Tuesday (14th February)
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at 11.30 a.m. ? If this is not convenient please telephone my
secretary, who will make another appointment at a more
suitable time.
I look forward to meeting you.
Yours sincerely,

General Manager

Exercises

1 Write and book a hotel room for the general manager of your firm for six
nights, starting in a week’s time.

2 The head of your department is going to attend a business meeting in
London for a week. He is taking his wife. Write and book a room for them.
3 One of your overseas sales managers, Mr West, is taking a new colleague,
Mr White, to meet his contacts in Manchester. Write and book a hotel room
for this.

4 Write to Mr H. Smith, Production Manager, of Neve and Horray Ltd,

14 Park Road, Manchester 203, on behalf of Mr West asking if he can bring
Mr White to see Mr Smith and suggest an appointment.

5 Write a letter of introduction by Mr West for Mr White to Mr P Jones,
Eklasoo Ltd, 19 Horney Road, Stockport, Surrey, explaining that Mr White
is to represent your firm in England and that he would like to meet Mr
Jones for a preliminary discussion.

6 Write a general letter of introduction by Mr West for Mr White.

7 You are Mr White. Write and ask Mr Houns of Marmlit Ltd, New Square,
Letchworth, Herts., if you can come and see him to discuss your firm’s
plans with him.

8 Mr White has to return home unexpectedly. Write the letter he would
write to a travel agency to change his flight.

9 Mr West now wishes to stay a few days in the Mitre Hotel, Magdale
Street, Luton. Write the letter he would write to book his room.

10 You are Mr White's secretary. Write to the Managing Director {whose
name he does not know) of Joseph Thompson & Co., Bodymakers, 1239
King Street, York, and ask if he may come to see him to discuss possible
plans. Suggest a time and date.
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Four Enquiries. Replying
to Enquiries. Offers

Enquiries

Firm's Letterhead

The Sales Manager,
Eynsham Shoe Co. Ltd,
Birmingham,

Cornwall 292 16XT

England. 27th February, 137-

Dear 5S1r,

I visited your stand nf_. the Paris Trade Exhibition
last month, and I was very interested in your l:li.splnrl
of ladies' stiletto open-toed sandals. I should be
grateful if you would send me your catalogue of your
completa range of this type of shoe, and also your export
price Jutz.

I should also be grateful for a guotaiion® for 500
of the "Sentinel' shoes, c.l.f.' Naples. Perhaps at the
same time you could let me know your terms of business’
and the time reguired for delivery after you receive the

order. If terms and delivery date are satisfactory we

would expect to place regular orders.

Yours faithfully,
MARCo PolETT,

Harco Poletedl

Export Manager

ldisplay: exhibition

3export price list: a list of prices to customers outside England

3 Quotation : statement of price

“c.i.f.: cost (but not including unloading charges), insurance and freight included to
the port of destination

*terms of business: way in which payment is to be made and when
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Letters of enquiry, asking for detailed information about a product
which seems likely to be of interest, may be written as a result of seeing
a trade exhibition or a firm's catalogue, or of having heard of a product
from a friend or colleague. Unless you have made some personal contact
with the firm to which you are writing (as you would if you had talked
to its representative at an exhibition, in which case of course you
would write to him) you should write to the Sales Manager. If you have
seen a catalogue, or know exactly which of the firm’s products interest
you, you will be able to go into detail about those in which you are
interested; if not, you will have to make your enquiry more general,
or just write for a catalogue. On p. 28 is a typical general letter of
enquiry. In this case, Marco has seen some very good shoes made by
an English company and feels that he may be able to buy them more
cheaply than his own factory can make them.

Summary

When writing a letter of this type you should remember the following
points:
1 Describe the goods' in detail if you can. You know from your
own experience how much it helps to know exactly what a customer
wants, and how this reduces the chances of providing something
unsuitable, and therefore of having to write more letters.
2 If you know the price, quote it. This will help the Sales Manager to
identify exactly what you want. If you are giving figures from a
catalogue, or figures which were given to you at an exhibition, you
will not risk vour interest by quoting them. (However, you should
be careful if the price limits are a matter for negotiation? — make sure
that you do not mention a price that is higher than you may have to
pay! You can avoid this by saying ““The price in your catalogue/at the
Exhibition is . . . but we hope that it is open to negotiation.’’) The usual
way of asking the price of something is to ask for a “‘quotation.”
3 Note that the seller is asked for his terms of (business) payment and
that the method of delivery (c.i.f. Calais) is given.

The most common arrangements are as follows:

ex-works, ex-factory: this 15 the price from the place of
origin. The buyer pays for the
transport.

'goods ' commercial term for the things you wish to buy or sell
negotiation : bargaining (in this case, the firm buying something will try to get it
as cheaply as possible, and will negotiate to do so)
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Commercial Correspondence in English

f.o.b. (port of export named) price includes delivery to port

= free on board: and loading on to ship (e.g.
f.o.b. Dover)

f.0.b. (port of import named): Price includes all costs to the

(this is less often used) named destination but does not

include insurance or unloading
(e.g. f.0.b. Calais)

c.i.f. (destination named) price includes all costs including
= cost (insurance and freight) | insurance to the named destination.

Replying to Enquiries

Points to note about replying:

1 It is important, especially in the case of a large firm, to quote their
reference number. You should also thank your correspondents for
their enquiry and mention the date of their letter when doing so.

2 Whether or not you think your enquirer has seen a catalogue, you
should send one, as well as any special leaflet or brochure about the
product in which he is interested and any other similar products.
Enclose a sample if possible.

3 Give the prices and delivery charges in the form which will be most
convenient for your correspondent.

Eynsham Shoe Co. Ltd
Birmingham Cornwall Z92 16XT

Our ref: JAJ/LUD/5t/1296 1st March 197~

Mr Marco Poletti, Export Manager
Via Granono 239,

Turin,

Italy.

Dear Mr Poletti,

Thank you for your enquiry of 25th February.

I enclose our catalogue and export price list for the type of
shoes about which you are enquiring, and some samples of the
most popular shoes in the range. Except for the “Jaydee’” luxury
range (which are made for each individual customer) the delivery
date is 2-3 weeks from the receipt of your order; the “Jaydee”
range takes 5~7 weeks from the receipt of your order.

The price of the ““Sentinel” shoes, c.i.f. Naples, is £2,125 for
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Enquiries and Offers

500 pairs. (The retail price is £4.50 per pair, and there is a 10%,
discount’ for bulk orders of up to 750 pairs; above this the discount
is 15%,.) The rest of this sum covers freight, transport and
insurance. In addition, there is a discount of 249 for cash settlement?
within four weeks of the despatch of the goods.

I shall look forward to hearing from you; please do not
hesitate to write again if you need any further information.

Yours sincerely,

John Jones
Sales Manager

If however, your enquirer has asked for a specific type of quotation
(i.e. c.i.f. Calais rather than f.0.b. Dover) make sure your reply gives
exactly the information he has asked for.

4 State your terms of business. With a new customer, it is obviously
worth giving your best possible terms.

5 Most enquirers will ask for a delivery date. Give one even if they
have not asked for it.

6 Offer to supply further information if required. It is perfectly
possible that something which seems obvious to you is not easy for
someone in a foreign country to understand, either because conditions
in his country are very different or because his firm may have particular
problems which are not covered by your answer.

7 Make sure that your letter is polite and friendly without being
effusive. Do not explain how extraordinarily valuable this order will
be to your insignificant firm, even though this may seem strange to you
because of the custom in your own country; most English people would
automatically distrust a firm which writes in this tone.

8 You will note how, in this reply, Mr Jones begins by referring to
Marco's letter in a short paragraph of one sentence. He then takes one
paragraph to reply to the first point in Marco's letter, another to give
an answer to a specific question, and ends by making it clear he will
be ready to act as soon as he gets a reply.

!discount: a percentage subtracted from the total price. This is often done when a

large number of items are ordered at the same time {one large order is cheaper to supply
than several small orders, because the amount of paper work is much less and therefore
costs are less)

cash settlement : i.e. payment
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This letter of enquiry shows a more detailed letterhead:

BLOCK HOTELS

Directors: W. H. Jackson Head Office: Block House
V. A. Saunders Jason Street,
K. J. Davies Ostlingham,

Secretary: M. B. Jones Surrey

Vat. Reg. 78291 20 09-511-322

29th May, 197-
The Manager,

Westhalls Limited,
30 Sunley Road,
Kidby,

Herts.

Dear Sir,
Sunlay Giant Ashtrays

Our associated company in Paris require 200 of the type 06
Ashtrays mentioned above (Catalogue No. 2369).

Please let me know your terms for such an order, f.o.b. Calais,
including discount terms, and your delivery dates. If these
ashtrays prove popular we may possibly place orders for our
branches in other parts of Europe.

Yours faithfully,

M. B. Jones
Secretary to
Sales Manager

Here are other examples of letters of enquiry and replies to them.
You will note that each reply attempts to encourage a sale (as Mr
Jones did by doing more than he had been asked to do — he sent
samples and also suggested that a larger order than Marco had in mind
would lead to a very much larger discount).

Dear Sir,

Your representative, Mr Smith, visited me recently, and showed
me some samples of your new lines,

I should oe grateful if you would send me a catalogue of your
range of Christmas toys. I should also be grateful to know your best
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terms of business. your prices f.0.b. Dover, and your delivery date.
I look forward to hearing from you,
Yours faithfully,

Dear Mr Kostides,

Thank you for your letter enquiring about our range of
Christmas toys. I enclose our catalogue and export price list.

Our terms are payment by the last day of the month in which the
goods are delivered; we allow a 5%, discount if payment is made
within 15 days of the date of the invoice'. We allow 159, discount
for orders of £1,000 or more and 309, off orders of £5,000 or more.

I should like to point out that all items are available at present
and will be sent immediately on receipt of your order. As far as
we know, we are the only manufacturers able to offer this service.
We shall be glad to send you samples of any particular items which
interest you, and which Mr Smith did not show you when he visited
you recently.

We look forward to hearing from you and I shall be very pleased
to give you any further information you need to have.

Yours sincerely,

Firm’'s Letterhead
The Sales Manager,
Wildham Cotton Co. Ltd,
Manchester,
Lancashire,
England. 24th February, 197-

Dear Sir,

We visited your stand at the Paris Trade Exhibition last month,
and were very impressed by your display of cellular blankets.
We should be grateful if you would send us your catalogue of the
complete range of this type of blanket, and also your export price
list.

We should also be grateful for a quotation for 500 of the
“Easiwarm’’ blankets, both double and single sizes, c.L.f. Calais.
Perhaps at the same time you could let us know your terms of

'date of the invoice:: the invoice 1s usually sent at the same time as the goods. It will, of
course, usually arrive before them
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Commercial Correspondence in English

business, and the time required for delivery.
We look forward to hearing from you. If terms and delivery
date are satisfactory, we hope to place regular larger orders.
Yours faithfully,

H. Schmidt
General Manager

WILHAM COTTON CO. LTD
Manchpool, Lancs. England
27th February 197-
Your ref: 45/HB/2
Our ref: JAJ/KDO

Monsieur H. Schmidt,
General Manager,
Magasins Schmidt,
102 Rue de Vosges,
Paris 6°

France.

Dear Monsieur Schmidt,

Thank you for your enquiry of 24th February. We have pleasure
in sending you our export price list for the type of cellular
blankets about which you are enquiring. We also enclose sample
patterns of the various items we supply of this type, and our export
price list. Except for the double blankets (item A-23062), the
delivery date is 2-3 weeks from the receipt of your order; the
double blankets take 4-6 weeks from the recipt of your order.

The price of the “Easiwarm’’ blankets c.i.f. Calais is £168 per
hundred for the single sizes and £184 for the double sizes; for
orders of 600 or over the price is £160 and £175 per hundred
respectively. These prices are subject to a discount of 1249, for
payment within 4 weeks.

We shall look forward to hearing from you; please do not
hesitate to write again if there is any further information you need.

Yours sincerely,
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Offers of Goods

Another way in which a would-be seller and a would-be buyer may
come into contact is by the seller offering his goods or services to the
buyer.

Dear Sir,

Next September we will put on the market a new brand of herb
flavoured cheese anc in order to encourage sales we are offering
it at an introductory price of 25p per 500 g. packet. If you are
interested we will supply you with 10 boxes (30 packets per box)
at the normal discount rate (the normal retail price will be 35p
per 500 g. packet). We shall be pleased to supply you with the
introductory offer and our representative will be calling on you
within the next ten days.

Yours faithfully,

Sales Manager

Summary

When making such an offer.

I Neither impose on your correspondent nor apologize to him. A
phrase such as “We think you may be interested’” will provide a good
opening.

2 If you are a manufacturer making an offer to a retailer, do remember
that the retailer will know the general features of your product, so you
will need to stress the particular virtues of the line you are offering.
(There is no need to remind him that chairs are things to sit on; explain
why your chairs are, due to their revolutionary design, more com-
fortable than any others.)

3 Do not forget that retailers are interested in goods which will sell
quickly. If, therefore, you are planning an advertising campaign or an
intensive sales operation in connection with this particular line, by all
means emphasize this in your letter.

4 Mention any enquiries you may have received for the line you are
offering, especially if they have been received recently and if they
come from the general area covered by the firm to whom you are
writing.

5 If you are offering a product to an old customer who has not ordered
from you recently it is always worth enquiring why this has happened.
You may well be able to regain sales as a result of this.



The Quality Furniture Co. Ltd,
Westway Industrial Estate,
Cambridge, England.

QOur ref: FO/SDT/1072 1st March 197-

The Manager,

Super Office Supplies Ltd,
8290 Hall Green Road,
Manchester 32,

Lancs.

Dear Sir,

We have received so many enquiries recently for our range of
“Sitwell” office chairs, that we thought you would be interested
in hearing of our new special offer.

These chairs, which have a revolutionary new adjustment for
height, are selling so quickly that we have had to enlarge our
factory to be able to keep up with the demand. Over 709 of these
enquiries have come from Yorkshire and Lancashire. However,
we have now fulfilled our outstanding’ orders and are able to offer
immediate delivery. We are planning a national newspaper
campaign during June.

We enclose our catalogue and an order form. You will see that
we allow very good terms of payment and discounts for large orders,
and if you would like one of our representatives to call on you with
samples, please send us the enclosed postcard and we will get in
touch with you to arrange a convenient time.

We shall look forward to hearing from you.

Yours sincerely,

Sales Manager

‘outstanding : previously ordered but not yet supplied
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Lentis Shoes,

West Side,

Easthampton,

Easthants, England
Mr Marco Poletti, 5th March 197-
Export Manager,
Italy.

Dear Mr Poletti,

I am writing to call to your attention a new line of men’s shoes
which I think will interest you and which will appeal to your
customers. I enclose a catalogue, price list and samples.

I see that it is now over a year since you last placed an order
with us, and wonder whether this is due to anything with which
we can help you. At present our delivery dates are 2-4 weeks from
receipt of order and our usual discounts for larger orders and
prompt' payment apply, but if we can be of any help by negotiating
these we shall be very glad to try to do so. I should not like to think
that we should lose an old and valued customer if there is any way
of avoiding doing so.

I shall look forward to hearing from you.

Yours sincerely,

Sales Manager

Exercises

In writing these letters, either write for your own firm, giving your
position in your firm, or write as if you were a secretary or a sales manager
writing for their firms.

1 You have seen a trade exhibition in Basel of leather handbags. Write to
the firm which exhibited the “"Holdall” range, Joseph Simpson Ltd, 149
Glove Lane, London EEC2 49T, asking for the details.

2 You are Brian Green, the sales manager of the firm. Answer the enquiry.
3 You are making a special offer of these handbags. Write a letter making
this offer.

!prompt : punctual
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Commercial Correspondence in English

REGAL BABY SHOPS LIMITED

Branches all over the world

Head Office: 2717275 Callon Street, Shilton, Markshire

The Sales Manager,

Litewate Pushchairs Limited,
15 Norton Lane,

Natetown ,

Delon. July 19th 197-

Ref: NVS/MI/R/1362

Dear Sir,
Please quote prices for 1000 Pushchalrs, msodel 2A - 500
c.i.f. Rotterdam. This order is urgent. Please give Efirm

date of delivery to the pore.

Yours faithfully,

’S S nnuliy

K.5. smith

Export Manager

Managing Dirmctor: V.E. Amas

Export Manager: K.5. Smith
Secretary: J.B. Banham
Bankars: Royal Bank Limited, Matetown

4 This letter of enquiry, although it covers all the points, is very short.

(a) Indicate what other information the writer might have given and state
why it would be helpful.

(b) Rewrite the letter.
5 Write a circular letter, calling attention to a special offer you are making.
Explain why these things are particularly useful and should sell well.
6 You have been given, by a friend who is a customer of theirs, a copy of
the catalogue of Strapps Automobiles, Feversham, Felon, Hampshire. In it
you have found a range of speedometers in k.p.h. and m.p.h. which looks
better than anything you have in your own country. Write and enquire
about it.
7 You are Tom Pugh, the Sales Manager of Strapps (see question 6). You are
very anxious to develop a Buropean market. Answer the enquiry in a way
which is most likely to produce an order for a quantity of 500 or more.
8 Write a letter for your firm, a wine merchants, to a buyer in England,
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Enquiries and Offers

calling attention to your standard products and making one special offer.
9 Write to a customer in your own country offering him your present
stock of handbags, imported from England. You can offer them very cheaply,
or point out their advantages. You want to sell them all to make room for
the new stock you are buying.
10 If you ask for the following quotations, exactly what are you going to pay
for? What freight arrangements would you have to make to get the goods
to your factory in your own country?
a) f.o.b. Liverpool
b) c.i.f. Rotterdam
c) ex-factory
d)f.o.b. Marseilles
e) ex-works
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Five Executing Orders
Despatching
Complaints

Ap order for 20,000 is not the same as an order for 20.000
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Commercial Correspondence in English

R. Corrier et Cie
39 Rue Louis Dumont
37095 Grillette,
France.

Messrs Gray Chalk and Band,

322 Riselall Street,

Wellham,

Markshire,

England. 20th May 197~

Dear Sirs,

Thank you for your letter of 10th May and your latest catalogue.
We were very satisfied with the last consignment of goods we
received from you and should be glad if you would let us have
the following items as soon as possible.

20.000 (Twenty thousand) No. 3 bottles — X 4051
7,500 (Seven thousand five hundred) flasks — R 20
800 (Eight hundred) Plastic boxes with lids — L 509

Please advise us when these have been despatched.
Yours faithfully,

Francois Carrier
Assistant Manager
Summary
Points to note:
1 It is not possible to emphasize too strongly that all details must be
checked and checked again for accuracy.
2 It is well worth emphasizing that in England a full stop (.) is used to
separate whole numbers from decimals, while a comma (,) is used to
separate thousands, millions etc. This is the reverse of the practice in
Continental countries, and could well lead to disaster (20,000 elephants
are not the same as 20.000 elephants), so it is well worth stating the
size of the order in words as well as in figures.
3 Most orders will require detailed information about the following:
a) method of transport (specified by the buyer for confirmation),
packing, delivery and insurance.
We should like these consigned’ to our Shipping Agents, H.

! consigned : sent
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L R L -

Browne and Sons, f.0.b. Liverpool. We will arrange insurance and
freight.
We should like these sent by sea freight, c.i.f. Bombay.

b) Method of payment (see chapter 6) and terms for confirmation of

the seller’s offer.

We will arrange payment within 30 days by Bank Transfer and
therefore claim your discount of 59
We are arranging for payment by Bill of Exchange at 30 days.

c) Any special documents which may be required. These are often

necessary for example to satisfy import regulations, and it is the
buyer’s responsibility to ask for them. Probably the most common
of these is a Consular Invoice in which the origin of the goods is
certified by the buyer’s consulate in the country of origin (see
Chapter 7). A Chamber of Commerce, or Commercial, Invoice
serves the same purpose.

We would be grateful if you would send us a Consular Invoice
and arrange All Risks insurance policy on the shipment.

d) The length of time during which the buyer is prepared to wait for
delivery. If he wishes to impose a penalty clause for late delivery,
he must previously have agreed this with the seller, and the agreed
terms must be stated in the letter.

Should the goods not be supplied by 15th November, a discount
of 749, will be applied.

e) The quality, if there is a choice

We should like the best quality, and this order is cancelled if it
is not available.

This order depends on an acid content of not less than 249,.

If this quality is not available an alternative is acceptable if it is
not less than 150 g.s.m.

f) Any other special points which may arise in connection with a

particular order.

' penalty clause : a condition in the agreement by which the seller agrees to reduce
the price of the goods if he is late in delivering them
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As can be seen from the examples, the letter ordering the goods is
quite simple and straightforward; it must above all else be accurate.
This cannot be overstressed.

Executing Orders

When an order is received, the goods should be sent at once, if they are
in stock; if there is to be a delay the order should be acknowledged
at once.

Thank you for your order of 28th February for 250 Comfortline
Chairs, catalogue number 1954AX20. We have passed the order to
our warehouse, and this order should be despatched with 3 weeks.

If there is any delay, the customer should be told about it at once,
If possible, he should be told the reason for it.

Thank you for your order of st July for 750 Constamatic Cameras.
We regret that our factory will close for two weeks for the summer
holidays, and we are unable to ship these cameras until 15th August.
We hope that this will not cause you too much inconvenience.

Unfortunately we are unable to obtain packing materials because of
a shortage of raw materials for making the special containers. We are
informed by our suppliers that the delay should not be for more than
4 weeks, and we hope this will not prove too inconvenient. We regret
this very much.

In any case, when the goods are sent, the customer should be told:
a) what has been sent
b) the means of transport which has been used

We have sent your order for 375 pocket calculators today to Liver-
pool, for loading on to S.S. Farjeon, which sails next Monday 15th
August and arrives in New York on 23rd August.

If the order contains a reference number it should be given, as should
the date of the order.

Many English firms now use a form called a ““Purchase Order” for
purchasing and another form including the details which the customer
should be given when it is executed.
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Thomas Metson and Sons Limited PURACHASE DRDER

PURCHASE ORDER Lofcobn Wiy Wendemll Rosd Sunbary-on Thames Meddiesss T Tk
Talaghone Sundeay BE10 N® 1113
- Cotuiny  Thorminon Juntasy on Tramm - 1]
N' 41T o
Plasss detach Date
aned retutn
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[
To ' | i
THOMAS KELSOR ANO SONS LTD. |I
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Dare

An example of a Purchase Order

J. Brown & Sons, Opticians
1925 Christmas Avenue,
Baltimore, Middlesex.

2/1/75
OFFICIAL PURCHASE ORDER
to: H. Weiss and Sohne

Mahlenstrasse

8061 Zurich Switzerland
Please supply Catalogue No. Price
500 Ex Oerslik Telescopes 1072C £15.75

less 109,
Payment within 30 days of receipt of order (5%, discount)
f.o.b. London
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Prinsesengracht
Amsterdam
Netherlands
Ist August 197-
Goods shipped to: per $.S. Exmouth
from: London to Rotterdam
Your order: 60219 of 20th July 197-
150 tins Ludux White Paint 8072H
c.i.f. Rotterdam
in 10 cases Mark XY3021-XY3030
Gross weight 500 kgs.

Complaints
Unfortunately, not all orders are perfect when they are received, so
it may be necessary for the customer to complain about them. The most
important thing is to complain immediately a defect or deficiency
beccmes apparent.

Dear Sir,
Our Order 6021G

When we received this order, which arrived very promptly,
two of the tins had burst open and split, spoiling seven more tins,
which are unsaleable as the label is covered by white paint.

We should be grateful if you would replace these nine tins, or
arrange to credit us with their value.
Yours faithfully,

Dear Sir,

We have today received the consignment of 100 lampshades
(Delivery Note No. 304). Unfortunately 7 lampshades were damaged
as the packing case had split open down one side. These seven
lampshades are unsaleable and we should be glad if you would
replace them.

We are very satisfied with the quality of the other 93
lampshades, and hope to place another order in the near future.

Yours faithfully,

46 109
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Orders

Summary

The important points to remember when writing a letter of complaint
are:

1 The complaint should be specific (of the 100 lampshades which you
sent, the seven which had been packed along the join in the packing
case were damaged and are unsaleable).

2 Try and be tactful. If you can praise anything about the order at all
try and do so. (The other 93 are of good quality and exactly what we
wanted.)

3 Ask the seller what he can do about it. (You may, as in the example,
indicate what you would like him to do.) If you can get him to offer
to put the damage right, you will save all the legal fees you would have
to pay if you had to put in a claim for compensation. A reputable firm
will be anxious to give satisfaction. If, however, you do not receive a
satisfactory reply to their letter in a reasonable time, you will need to
write in stronger terms. You should say that you are surprised that
you have not received a reply to your letter, and that you hope to
receive one by return so that you do not have to take further action.
5 If this stronger letter receives no reply, you will have to write a short
note to say that unless a reply is received immediately, you will write
at once to your lawyers. You may wish to express a hope that this will
not be necessary.

Replying to Complaints

If you are in the unfortunate position of having received a complaint,
you will save your firm a good deal of money in the long run as well as
a loss of reputation if you can manage to deal with the complaint to
your customer’s satisfaction.

Thank you for your letter of . . .

We are extremely sorry that owing to bad packing seven
lampshades in your order were found to be damaged. We have today
sent replacements and hope they will reach you within the next
few days.

We look forward to receiving further orders from you.
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J. Smith and Co. Ltd,
76 Home Road, Bournemouth,
28th February, 197-
The Sales Manager,
Albert Wines,
Victoria Street,
London, E.C.4.

Dear Mr Jones,
Our Order No. 697
On 15th December we ordered 13 dozen bottles of the 1962
Schloss Holstein Hock at £8.60 per dozen, in an order which also
included various other items. The other items have now arrived,
after a very considerable delay, but we have not received the hock.
We have already been greatly inconvenienced by this delay, and
unless we receive this item within the next week, we shall have to
cancel our order.
Yours sincerely,

Manager

1st March 197-
Dear Mr Bruce,
Your Order No. 697

I have received your letter of 28th February and 1 am extremely
sorry that the order was so late and, when it did arrive, was not
complete. We have had a great deal of troutle with our suppliers —
and in view of your complaint will almost certainly change them
- and in addition a careless shipping clerk did not tell me that the
hock was not available.

I am very sorry for the incovenience. In view of the fact that we
have not yet received thc hock, we cannot be certain of sending it
to you within the next week. May 1 suggest that, if we cannot send
you this, we replace it by our 1972 hock ; this is a little drier but is
otherwise almost identical, and although it normally sells at
£10.00 per dozen, we would be prepared to let you have it at the
original price of £8.60 per dozen, since we are responsible for the
fact that the substitution is necessary.

Please let us know whether this offer will be satisfactory.

Yours sincerely,
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Urders

Gartenstrasse 4
8898 Grunen
Switzerland
16th June 197-

The Manager,

Range Bookshops Ltd,

The Broadway,

Oxton,

Dramshire,

England.

Dear Sir,

I sent you an order for 15 books on 20th April, and received
your acknowledgement on 28th April, but the books have not yet
arrived. I should be glad if you would let me know when I can
expect to receive them.

Yours faithfully,

Robert Chauvin
Manager

RANGE BOOKSHOPS LIMITED
The Broadway, Oxton, Dramshire, England
Tel: Oxton 34921
20th June 197-
Dear Sir,
Thank you for your letter of 16th May. I am very sorry you have
not received the books you ordered on 20th April. Our Despatch
Department posted them on 2nd May. If yvou do not receive the
parcel within the next seven days please let us know. We shall
institute enquiries at our local Post Office, and would suggest that
you do the same at your Post Office. We shall advise you of the
results of this enquiry, and will then consider what we can do if
the books have gone astray in the post.
Please accept our apologies for any inconvenience caused by the
delay.
Yours faithfully,

D. Robertson
Branch Manager
Branches: London, Edinburgh, Liverpool, Bristol.
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Commercial Correspondence 1n english

Summary

1 Take the line that the customer is always right, if you possibly can.
You will obviously need to satisfy yourself that the complaint is really
justified, but even if you are not absolutely certain that it is, start by
an expression of regret that your customer has found it necessary to
complain. If you are not certain that part or all of the complaint is
justified, do not admit liability, but suggest that some assessment of the
damage is needed.

I am sorry that you have found it necessary to complain about the
gloves sent to you for your order of 25th March 197—-. T am not quite
clear from your letter how severe the damage is and how completely
the gloves are unusable. If you could let us have back the part of the
shipment that has been damaged, we could replace them and our
assessors could determine the financial aspects of the matter. We are
of course willing to replace any damage due to our negligence.

2 If you were wrong, admit it without trying to justify yourself too
obviously.

This occurred because a clerk in our shipping department made a
mistake in copying the catalngue number of your order.

3 Explain what you propose to do to remedy the mistake. The usual
practice is either to take faulty goods back and replace them by what
was ordered, or to provide a special discount. Granting a special dis-
count is quite common in foreign trade as it saves wasting shipping
charges, which may be considerable.

4 Express your regret for the mistake, and a hope that the incon-
venience to the customer has not been too great. Explain that you will
try and make sure that this will not happen again.

By handling complaints in this way, you may well be able to hold a
customer who might otherwise go to another firm in future, and to
keep him reasonably satisfied (no-one is infallible, and every firm has
made mistakes in its time).

Exercises

1 You wish to order 350 lampshades from H. Jones & T. Brown of
Northway, Emstree, Hertfordshire. The catalogue number of the
lampshades is 603. Write and order them.

2 You are the Export Manager of this firm. Write to acknowledge the order
and ask for details of how they are to be despatched.

50 110
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3 Answer this letter

4 Write to advise the buyer of the despatch of these lampshades.

5 Write to acknowledge the receipt of the order. You are very satisfied
with it.

6 In an order for 12 dinner services', three small plates were broken, the
large dish chipped and a lid of a vegetable dish cracked. Write asking for
replacements and say that you are enclosing the Insurance Note that was
sent with the goods (The manufacturers can then claim compensation from
the Insurance Company.}

7 Wrte a letter apologizing for this and thanking the buyer for sending
insurance note. Suggest something you can do to make up for this.

B In a recent order buttons were missing from three shirts. Return the
shirts with a letter of complaint. This is the third ume you have had to
complain, so threaten to take your custom elsewhere?

9 Write to apologize. Assure your customer that new workers have been
employed and express your confidence that he will not have to complain
again. Offer to replace the shirts

10 Write to accept this offer.

'dinner service: sets of plates, dishes, etc., usually enough for 6 people to have a
formal evening meal
%take your custom elsewhere: buy from someone else
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Six Methods of Payment

Invoicing

MESSRS SMITH AND GREEN LIMITED,

CARFAX, No. 67938
OXFORD. 28th February, 1975
Bought of

SMYLLIES COTTON CO., LTD,
ALBERT ROAD, LONDON, EC.1.
VAT reg. No. 2360 20 360 Tel. 01-9482-8971 Telex 2360 20

Your Order No. 6534/EX 1099

Quality Piece No.  Length (metres) Price £
TW 6 83621 55 £1.10 60.50
TW 6 83626 49 £1.20 58.80
TW 6 83627 55 £1.25 68.75
TA 302 84309 45 £1.10 49.50
TA 302 87416 50 £1.20 60.00
Lrw 35 21347 53 £1.00 53.00
Lrw 39 22035 60 £1.30 78.00
Terms: 30 days 24 per cent 428.55
Less 5 per cent 21.43

By goods train

: 407.12
Carriage forward .
4 bales Packing 12.20
C.B. 106/7 1932

An invoice is a statement of information which is needed by the seller
and by his customer, and it should make this information available for
both of them in the simplest possible form without leaving out anything
important.

Every invoice must have:

1 The name and address of the supplier and any other important
information. The invoice is usually entered on a form.

62
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Commercial Correspondence in English

2 The name and address of the customer.

3 Order number.
4 A description of what has been ordered (usually by numbers

referring to a catalogue description, sometimes including a number
which refers to an individual item), and of their quality where necessary
(this may be included in the reference number).

5 A statement of the quantity of each part of the order (i.c. 12 chairs)
the price of each item and total price of that part of the order.

6 A statement of the total amount of the order; this will be the same
as 5 above if the order only covers one item, or a number of identical
items. but will be the total of the prices of each group of items if there

are more than one.
-7.-A note of the method of despatch (by Passenger Train, Carriage

Paid).
8 A statement of the terms of payment (30 days 24%) which means
that 239, may be subtracted from the total price if payment is made

in 30 days or less.

Some invoices will also show:
9 A trade discount (which varies from 5%, to 30% or more, depending

on the nature of the goods and the size of the order,) which is subtracted
from item 6.

10 Any charge for packing. This may be quite high if the items are
valuable or delicate.

11 A description of any particular marks which are used on the bales
or cartons in which the goods are packed (in this case, CB 106/7). This
is particularly useful for identifying goods on the dockside in order to
clear them through customs and to load them on to a train to complete
their journey.

Another important kind of invoice is normally used if a new customer
is being supplied with goods. It is known as a pro-forma invoice, and
is simply an ordinary invoice overprinted with the words Pro-Forma.
This means that the goods described on the invoice will be sent as soon
as the seller has received payment for them.

A large number of copies of each invoice are made out by the seller,

keep his own financial records straight but also to provide

not only to
rical work, to the

information, without his having to do any further cle
various departments of the firm. Copies will go to:

1 The Customer.
2 The seller’s invoicing department, where they are kept in numerical

order.
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Methods of Payment

3 The accounts department, which may require more than one copy.
4 If the sale has come through a visit by a sales representative, a copy
will be added to his file so that his commission' may be calculated on it.
5 The packing department will receive a copy on a narrow piece of
paper which contains all the details except the prices. This acts as an
instruction to the packing department, and explains how, when and
where the goods are to be sent, and what is to be sent.

6 A copy is enclosed with the goods. This acts as an Advice Note so
that the customer can check that he has received the correct goods,
and the right quantity of them, when he receives them.

Financial Adjustments

Debit Notes (D/N) and Credit Notes (C/N) are used to make financial
adjustments of various kinds. These are usually required to deal with
errors in invoices, allowances granted for various reasons (such as the
delivery of wrong or damaged goods already described in the section
on complaints), or credit given for the return of goods or of packing
materials.

“v Cox @ WymanLtd e

ACCOWNTI DEFT.
o CREMTLL NOAD LEADEMG, LGI WD
I ~ TEL SFMSOE TELEX eelill PRIMTELS & BO-SEMEMALE
DATE M. T

il . Fule, Sl Tol SOE-HHE Vo -

Punal Bocks Lid., VAT REGETRATION MO R

4 i Birwetl,

e 2w RAE. PO Ch Me Bz

Pl i Cori=i i e iy e cuguemibny v, ol AT Ma ¥ OONEOND
A -
ORAGENAL BIVOMCE MO F/ 11350 GATRO V6. 1.T3 cooDs  |ial]  war &
BLG. Y. By secsmllation of typs cenl Lrroles Tor quarier
1.1, T8 e 3112 | % L. 1| =zl
|
AMALYER OF CREDIT TOTAL

- | Fi ] FTAMDARD DOFORT DOEwT
| GOODL [] 1 7 []
— VAT 1 [ ] 1l ? *
LAQE
A Credit Note

! commission: a percentage of the sale price (usually 10%) given to the person who
obtains the order
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Credit Note (always in red)

No. 207

Ist March 197-
Messrs C. A. Jones,
628 Hagley Road,
Birmingham 9,

Credit b}' S. W. SMITH AND CO. LTD,
Oxford.

By return: 2 pkts Cotton 10734 (damaged) (a 45p 90p
With apologies.

(@ : short form of at)

Credit Notes (C/N) should always be printed in red. They will
contain a statement of what has been returned and usually why it has
been, and a statement of the amount involved. They explain how much
money the buyer is in credit with the seller; this amount can be
subtracted from the sum due on the next occasion when the two firms
undertake another business transaction.

[ 2 EI bl 0 e _—— —1 e iy - W P TAHT OF T
PUUAER (MaGAN Sou e

- mr—— s —d - . TRy
.o ]

A Y Y q - LT ==y = ot _

- e
L iy L

L
r_. —— - I Ty

A Credit Note
Debit Note

To Undercharging on our invoice No. 30216
Men's Sports Bicycle charged 102
should have been 103 = 1 bicycle (@ £32.95p
£32.95
With apologies.
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A Debit Note (D/N) is almost always issued as a result of a mistake
in an invoice. It indicates that the buyer owes the seller more than

appears on the invoice.

Settlement of Account

BTATEMENT
COX AND WYMANMN LTD
Printers and Bookbinders ACCOUNTE DEPANTMENT
4 Cremyll Road,
Reading, RGI 8PD
T
r | Teler B4130
PANAF BDOLS Lxﬂ' Acoount Mo -
243 REGENT STREET
LONDOMN 0lad30 Bl 13 T+
Wik PN
L
Dwts | e Arragiant Tan Cank
C = [ ] [3 P [ 4 P
OW 10 T TRV 19923 [ L] 0.7%
22 10 74| INV 24082 213,18 176,85
22 10 T CAN 24042 17T4,.869CR 183,19
Bl 10 Ta| INV &T7785 2185,.18 L7409
31 1o Ta| INV 19473 1139,37 90,33
31 10 Ta| CRN &TTRS 1T&,.85CR F3Y F Y )
12 11 78| INV 19THs 10,95 o.08
30 11 T&| INV 24350 247,04 19.7é
20 12 Ta| CSH L9sTd 1219.72
Bl 12 7T INY 24509 20954,99% Lok, 00
31 12 ") INY 24810 28520,72 201 .88
31 12 Taf INV Ze812 2400 Th 198,48
Tol0.22
AMALYAES OF BALANCE
M GRALGCATEE | oveh roum | e —3
DRALLOCATID Foum r_"'ﬁ L] Com— TOTAL
2,00 0,00 0,00 0,00 T™ei10,22 Telo, 22

A typical Statement of Account

Accounts are normally paid or settled quarterly for customers abroad
(monthly for trade within the country). The seller sends his customer
a statement of account. This contains a statement of the amount of the
invoices of the goods bought during the month plus any debit notes
which may have been issued, less any credit notes. Normally the buyer

199
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Commercial Correspondence in English

will then send out a remittance to settle the debt, often with a printed
form letter like this:

Name and address Date
Dear Sirs,

We are pleased to enclose our cheque for £. ... .. in settlement
of your statement of account dated . . . . .. referring to goods
suppliedon. . .....

Yours faithfully,

for D. T. Ridgeon and Sons Ltd

REMITTANCE ADVICE

NELSON (AFRICA) LIMITED

Talagrams Tolaglems:
THOSMELBDN BLMBLUE 70N THLAMES FLELEY M-S
f_ | Lincoln Way,
Windmill Road,
Sunbury-oo-Thames,
Middlesex, TWis THP
(- ]

LELS DelCOLMNT

CHEOUE B4 SETTLIRENT ML aTH ‘
FLRAEE NHOTE: e —— ———————
TOUR RACEFT OM BACE OF OO 6 THE Olil T ACK MWW UEDOPINT RBQUSLED.

A Remittance Advice
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Methods of Payment

In English law, receipts are not necessary if an account is paid by
cheque, but must be supplied if they are requested by the customer.
They too, are normally accompanied by a printed note.

No 2«33C . _M® -:il'?\-ee.‘-_-"““_‘._. —_ 19 .74

Received from  { =s- t/(_fﬁ-.qiéﬁ . o

the sum of @M_M_% pounds
M.._S_P,_ . pence

£ _262-9C

A Receipt, sent out with a Compliments Slip

WITH COMPLIMENTS

CoxgWymanltd

4 Crumpt Rond Rapsing AGI BPD Tl O7I4 SE1064

The main purpose of the statement of account is to ask for payment,
and the buyer will check the statement against his copies of the invoices,
C/Ns and D/Ns. If he agrees that the Statement is correct, he will
normally pass the invoice for payment, and the accounts department
will send a cheque in settlement, perhaps requesting a receipt.

If the buyer cannot find an item shown on the statement of account,
he will return this and mark the item in question with the words “'No
trace, copy invoice please’”’. The seller will then send a photocopy of
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Commercial Correspondence in English

the invoice or, if he has made a mistake, an amended invoice with an
apology.

If a statement has not been queried by the customer, it is assumed
that it has been accepted as correct. The statement is sent again to the
customer if no payment, or only partial payment, has been received
after a certain time (usually a month). If part of the payment has been
received, this will be shown and the remaining sum will be shown as
“To Balance of Account rendered” (sometimes shortened to ““AfC
rendered”’). If no payment at all has been received, it may have a note
on it to say “Overdue, please pay by Return’’, or “This may have
escaped your notice. Please pay at your earliest convenience.”

If no payment is received within a reasonable time for the statement
and a remittance to be received, debt collection letters, or letters of
application for the settlement of a debt are sent out at intervals of
7-10 days.

These letters are intended to be reasonable in tone (in order not to
upset a customer so much that he takes his next order to another firm)
but yet to be firm enough so that he realizes that he really must pay his
debt without any further delay. Normally three letters are sent, each
increasing in severity.

An old customer, who may have given orders worth very many
times the sum owed on this occasion, is usually treated more gently
than a new customer.

May we draw your attention to our statement dated 3rd March
for the sum of £165.70. This was due for payment by 30th March,
and we should be grateful if you could arrange for payment. If
you have any query about its accuracy please let us know.

We enclose a copy of the statement,

This letter might start:
May we remind you of our statement . . .

The points to consider in writing a first letter of application are:
1 No demand is made at this stage — the phrase is ‘‘remind” or “call
your attention to.”’
2 Reference is made to the date of the statement and to the amount of
money owed.
3 The customer is tactfully reminded of the account and asked to
settle it as soon as he can.
4 The customer is offered the opportunity of querying the accuracy of
the statement.
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Methods of Payment

If it is necessary to write a second letter of application, the seller
should:
1 Refer to his first letter giving its date, and stating again how much it
asked for.
2 Express surprise or regret that he has had no reply to this letter.
3 And explain that it is not possible to allow the debt to run any
longer and that a cheque must be received at once.

We are surprised not to have had a reply to our letter of
14th April, enclosing a copy of our statement of 3rd March for
£165.70. Would you please reply by return, either telling us why
you have not paid it or else paying it in full, as we regret that we
cannot allow this situation to continue any longer. As you will
remember, our terms are settlement within 30 days.

The seller will hope that the debt will be paid as a result of this
letter. If, however, it Is not, a really firm warning must be sent. It is
in the seller’s interest as well as the customer’s to have this settled
without having to take legal action, particularly since this may be
difficult as well as expensive to do in a foreign country.

If a third letter of application is necessary, it really needs to state
simply that:

1 No reply has been received to our previous letter,
2 so unless your cheque is received within the next seven days,
3 we shall have to instruct our solicitors to take legal action.

Status Enquiries

If you are approached by a firm with which you have not previously
done business but which wishes to place an order with you, there are
various ways in which you can find out their financial standing and
reliability. The firm may offer business references or bank references;
it is important for you to remember that they will not give you the
names of firms to which their payments have been unsatisfactory, and
that they will offer you a bank account which they have kept in good
order.

There is a Companies Registration Office in London, which has agents
in most towns. These offices will be able to give you an impartial
opinion of the local standing of the firm. You may also wish to take up
the business and bank references with which your prospective
customer has supplied you.

It is important to remember that information given in reply to
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Ccmmercial Correspondence in English

status enquiries is legally required to be accurate. It will not be so
complete as to be indiscreet, nor so sketchy as to be misleading.

If you are taking up a bank reference, you will have to ask your bank
to make enquiries for you about the firm, as banks do not give in-
formation about their customers except to other banks. This can be
done by a letter to your bank which reads like this:

We should be grateful if you will make enquiries on our behalf
from the Empire Bank, Fore Street, Rookthorn, Becks, England,
who have been given as a referenceby .. ....... , whether the
reputation and the financial status of the firm justify a credit of
about £1,300.

(The amount you name will, of course, be approximately the amount
you expect the firm’s orders to reach during the period covered by
your statements of account.)

If you are taking up a business reference, your letter would read
like this: ]

The Manager,
Smith & Co., Ltd,
67 Tee Street,
Exmouth,

Herts.

Dear Sir,

Your name has been given as a reference by Messrs Jones of
6 High Street, Ealing who say they have traded with you for the
past three years.

We should be very grateful to know in confidence if you have
found this firm reliable and prompt in settling their accounts, and
any information you can give us as to their ability to meet a liability
of up to £750, which is likely to be the extent of their monthly
trade with us.

Your reply will, of course, be kept strictly confidential, and we
should be most grateful for any information you can give us. A
stamped addressed envelope is enclosed for your reply.

Yours faithfully,
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Methcds of Payment

Points to remember:
1 State the name of the firm about which you are enquiring.
2 Explain the main points of your proposed relationship with the firm.
3 Make your enquiry both general and particular. Ask both about the
general standing of the firm and also about the amount of credit you
expect to give.
4 State that you will treat the information as confidential.
5 Enclose an international reply coupon (or a stamped addressed
envelope, if you are writing from an address in England).

A reply to a status enquiry will read like this:

Private and Confidential
... In reply to your letter of 1st March 19— -, we write to say
that we have known Jones and Co., Ltd for many years. Their
turnover is considerable and we have allowed them credit far in
in excess of the sum you mention.
We give this information without responsibility.

. . . This firm carries on a substantial business; the owners are
known to us as reliable and trustworthy and liabilities have been
met regularly though not always punctually. We would allow a
credit of £500.

This information is given in good faith; we cannot, however,
accept any responsibility.

The points you need to understand about this are the points which
the writer considered when he wrote the letter. They are:
1 He has said as little as necessary and has limited himself to the
essential facts.
2 He has not mentioned any figures which were not contained in
your enquiry. The firm may be reliable for a far larger sum than the
amount you mention.
3 He has not given you an order or an instruction, or even advice. He
has simply explained what he would be inclined to do if he were in
your position.
4 He has reminded you that the information he has given you is
confidential and that it is given without responsibility - that is, you *
must not repeat what he has said, nor must you blame him if the firm
collapses next week.

There is one final point to be made about replies to status enquiries.
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Commercial Correspondence in English

If any firm or bank uses, in its reply, the phrase “We regret that we
can give no opinion (or ‘make no comment’) about . ..” it is to be
interpreted as advising you against granting credit to this firm.

You will note that in these examples, the usual polite beginning and
ending is not included. They are simply formal letters and the usual
polite conventions should be observed when they are written.

Exercises

1 Look at the invoice on page 52

a) What type of goods do you think have been bought?

b) What is the order number?

c) How is the order to be sent?

d) How soon should the bill be paid in order to obtain the maximum

discount?

¢) How much will this amount to?

f) How much, therefore, will the total amount to be paid amount to?

g) What total amount of goods (i.e. how many metres) has been sent?

h) If the discount were 749, rather than 5% how much would you have

to pay?

2 What is a Pro-Forma invoice? Why is it used ? Write out a Pro-Forma
invoice for the purchase, from a firm in your own country, of 600
Speedway bicycles, catalogue number VX1924, at £25 each, ex works, at
the usual discount.
3 Can you suggest a reason why the copy of the invoice supplied to the
packing department is narrower than the others and does not include
the prices?
4 Through a mistake in arithmetic, the bicycles referred to in exercise 2
were overcharged. Issue a credit note for £15.
5 The goods referred to in the invoice on page 56 were under-charged.
Issue a debit note.
6 You sent 350 wineglasses to Black and Sons, Oxford Street, London, W.1
on 5th April. You are waiting for them to pay you. Write the letters which
would be appropriate if you had not received payment on

a) 30th May

b) 20th June

<) 10th July
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Methods of Payment

7 White and Green, Automobile Dealers, of Industrial Estate, Merider,
Birmingham, Warwickshire, wish to open an account with you. They have
given as reference the Northland Bank (Merider Branch), North Road,
Birmingham, Warwickshire, and Scottish Leyland Co., Great North Road,
Edinburgh, Scotland, as their references. Write (a) to your bank to enquire
from the bank about their financial status and (b) to Scottish Leyland.
They would expect to be in debt for up to £1,500 in any month.

8 Reply to these enquiries (a} favourably and (b) unfavourably.
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Foreign Trade

The position in foreign trade has altered frequently during the last
thirty years, and these changes have affected every aspect of trade
between firms in one country and another. Import quotas can change
almost overnight, and changing political conditions can affect the
ease or difficuity of trading with other countries at a stroke, as well as
drastically changing the financial aspects of foreign trade. Among

b,
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Commercial Correspondence in English
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Foreign Trade

recent changes of this type have been the enlarging of the European
Economic Community and the new policies of the oil producing
countries.

Political changes may also cause changes in currency regulations
(these occur frequently). It may be difficult to obtain payment from
certain countries, or payment may be possible only under controlled
conditions. Some countries may insist that invoices are certified by their
consulate in London; these invoices are known as Consular Invoices,
and give the details which are needed for assessing import duty. They
are usually specially printed invoices, sold in sets, which are purchased
from the consulate and then returned to it for signature. Others may
demand certificates which show the country of origin of the goods;
these are known as Certificates of Origin and are usually required when
countries have arranged lower import duties between themselves. These
are sometimes sent, with the seller’'s commercial invoice, to a consulate
for certification. The Bank of England may require forms to be completed
to control dealings with foreign countries. All these regulations may
suddenly be changed. There has recently been a growing tendency to
replace Consular Invoices and Certificates of Origin by Commercial
Invoices, issued by Chambers of Commerce.

Largely because of the differences between the commercial practice
of different countries, there are some differences between the usual
customs of foreign trade and those of home trade, as trade within a
country is called. It may, for instance, be very difficult to calculate
costs for customers many thousands of miles away. So the most
common arrangement is for goods to be supplied f.o.b. — that is, free
on board the ship: the costs of moving the goods from the seller on to
the ship are included in the quotation, and the buyer is responsible
for all the costs of transport and insurance from that point. The cost of
packing may or may not be included in this quotation, and the terms
will be referred to as f.0.b. - packing included or f.0.b. — packing extra.

Because thg will have to pay these costs, firms in other countries
may ask for a Pro Forma Invoice before they will place a definite order.
This invoice, which is exactly the same as an ordinary invoice but
with the words ““Pro Forma™ printed across it, lists everything which
will be charged on the actual invoice, and can be used for an accurate
calculation of the exact cost of the transaction. This cost must be paid
before the goods will be sent, so a remittance is sent with the firm order.
(In some countries a Pro Forma mvuice is used for exchange control

purposes.)
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Commercial Correspondence in English
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Foreign Trade

Quotations may be c.i.f. to the port of destination, but a British
importer may prefer to have a c. and f. (cost and freight) quotation. This
is because of the excellent facilities for insurance which exist in London;
it is very often possible to make better arrangements for insurance in
London than anywhere else in the world.

When a shipping company receives the goods, it acknowledges their
receipt and undertakes to deliver them to a certain person or firm at a
given place. To do this it issues a Bill of Lading (BfL). This is similar to
the certificate which the Post Office issues when a letter is Registered
or sent by Recorded Delivery, and which acknowledges the receipt of
the letter and guarantees to deliver it to the person to whom it is
addressed and to obtain a receipt. Three original Bills of Lading are
made out. They go to the importer of the goods, often being posted
separately to reduce the risk of loss, and he must present this to the
shipping agent’ or the Port Authorities” before he can obtain the goods.
The Bill of Lading, therefore, is the title to the goods?, proving that the
importer has the right to take possession of them. The other copies
of the B/L go to the shipping and exporting companies, for their own
records. These are non-negotiable copies, and do not give a title to the
goods.

Credit terms for export companies are usually arranged through

n The Royal Bank
of Scotiand Limited

S Andrew Squers OHice Dase
38 5t Andirew Square Edemburgh EHZ 2Y8 R
Drgh

— - m - - - - -
lmmwmh A of oroer
SO

; Thesumof o

i A 2 I

S
T Tha Roysl Bank of Soctierd Lirmiied Q ’J'
CQ saropy

» 306830* aY=000 A% 00009702 28

A Cheque .

!shipping agent: a company which undertakes to send the goods from the factory or
the port to any part of the world. (In U.S.A. the shipping agent is referred to as a
Customs Broker)

2 Port Authorities: the Government Department which deals with all aspects of
administration of a port. This is usually set up for each port

Stitle to the goods: the legal proof of ownership of something

LHLEL]
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Commercial Correspondence in English

an Open Account, which is payable every month or every quarter’,
This will previously have been arranged between the two firms
concerned, and the arrangement will involve the same type of guaran-
tees of financial reliability as are required in home trade. Firms abroad
will pay in sterling by a Bank Draft (this is a kind of chreque which is
drawn’ by one bank on another). Or a firm may ask for cash with
Order (C.W.0.). Cash on Delivery (C.0.D.), which is commonly used in
home trade, is much more difficult, and therefore seldom used, in
foreign trade, because of problems with different currencies.

Methods of Payment in Foreign Trade

The banks have set up an organization to settle indebtedness’ in

international trade, in which the ordinary methods of payment within
one’s own country by cheque or cash do not apply. Traveller’s cheques
and Letters of Credit replace coins and bank notes, and Bank Transfers
— instructions by a firm to its bank to pay a sum of money — replace the
ordinary cheque in foreign trade.

The most important and frequently used method of payment in
international trade is the Bill of Exchange (B/E). This is an order in
writing, requiring the person to whom it is addressed to pay a sum of
money. He agrees to do this by accepting it; to do this he signs his name

Date 19 83-17-08
The Royal Bank
of Scotland Limited
7 Main Street Cleland
cny A o ccte
! PN L
© A.N_OTHER

» 000000 *83iw L7089 L231LSE7A«

A Bank Draft
!quarter: three months (one quarter of a year)

2draum : written out (one bank writes out an order for another bank to pay money)
%indebtedness: total amount of money which is owed to somebody
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Foreign Trade

across the front of the Bill. A cheque, in fact, is a Bill of Exchange drawn
on a bank and payable on demand (see chapter 8).

Bills of Exchange may be discounted (sold to a bank or to a discount
house for cash) or endorsed” (the holder signs the Bill on the back) and
so transfers the right to be paid to a new payee® who lets the holder have
the cash at the time of the transfer and collects the money from the
acceptor at a later date. In this way the seller can get his money before
the customer has undertaken to pay it.

A Bill of Exchange may be made payable at sight (on the day on which
it is presented®) or at a given period, usually 30, 60 or 90 days, after
sight (30d/s, 60d/s, 90d/s). Foreign bills are drawn in sets of three, so
that even if one or two should miscarry® at least one is bound to reach
the customer. Each copy contains a sentence which makes sure that
only the first to be presented is paid. The customer accepts the Bill when
it reaches him, and when he does this the other copies are automatically
cancelled. After it has been accepted, the Bill is returned to its drawer.

Unfortunately Bills are sometimes dishonoured (the person or firm
on whom it is drawn does not accept it or having accepted it does not,
in fact, pay). If the B/E is not honoured, the seller will write and ask his
bank to present the Bill again, and he will write to the customer to ask
for payment. If the customer refuses, the seller instructs his bank to
protest the Bill for non-acceptance or non-payment. After this has been
done, the seller can take legal action.

A firm might write to its Bank Manager in these words:

Dear Sir,
Messrs Smith and Jones have dishonoured the Bill of Exchange
drawn on them for £450.80, due at 60 d/s, on 20th July, 1974.
I should be grateful if you would again present this Bill for
acceptance.
Yours faithfully,

H. Schmidt,
Manager

'discounted: note the difference in meaning when this word is used in connection
with Bills of Exchange

Zendorsed: this process means that the holder of a Bill (or a cheque) transfers his rights
in it to another firm (or person) by writing on the back “Pay . . . or order” and
signing it. Some bank drafts marked Account of payee only cannot be endorsed

3payee: the person who is paid

“presented: given to someone

Smiscarry: go astray, get lost

73



— el adg i Lul.l_,._,..?id_,aa_,a..a-_lhdm

q_-_,md-—-‘ﬂ J-‘L-ot_,-l.’i-l-“ 13e o) aslally o Laddgll e
(A — Jaid |J]u1“1u¢.iandfu&fuln

el AL 50 3 eae - Rl Jrgail Zaslss
u-um-‘-' d 310:“‘-“ '—"'Ls-u*:' ‘-'J-"'ULD-U"“DLS‘
c.._,j,lu.ll l;,.,‘_)l_lla_”.\.c..mua;.dllu_,muna_-ujl
J..g.-.._.‘_,ll ¢..‘L...1‘lc_..|-._...¢.-.._,.|-.“ 03gss « a¥! ng.:.L-._;c.-.ﬂL.
*"-‘-‘*ufﬂ'r&“u‘dﬂdﬁul‘

s aaal) ALG — ALK il aall ede 5SS G oSa
LfM,c.aﬂ#uu.la._.ui_,1{4....1...1.'-:.,5.111‘.,..lld}&bl.h'ﬂ
aflgall o Lole eV o L AL o1 . ST Y. 0SS

_,‘ dau waaa U é-“ 1—-:}'- d hl'h." A.QJL:.J' l_ﬁ'Lu..s.“
a_,q.:.__.._.‘_}.;c'_,_,..}li U_1| J..Y!U.Lpu_-d_,u...uul:.ﬁl
S5 Jais cpas 4 Jas s Al pall u.v.r“ Juday .
L.f“ ‘..“_,a.“ Jlas L..‘,.u g . L:.-L-L \.JLL'J:'?' UL..:L......-.“ U"h
o gl
'?ﬂ{aﬁwjaﬂﬁa.“ oin i Lall #_,—-,,_';...J
Ullt.AES..C_uL.“uLsJﬁr.l‘Jh.fLMTfJLdMM‘:‘L‘le
'|
Jeadl (S
poale Lgadl UL Dgadas @3 Gigay Garems 2aldl
sdes Yo 3 s N0 3 Ganld) L i) Lesia 0. AL Aan
o Jaall Vot 03 quadiy @ae S5 o) 1 SL2 5aS) . 1AVE
gadAL
Cidigeai +B

precy



Commercial Correspondence in English

At the same time they would write to the customer:

Dear Sir,

I regret to find that you have dishonoured the Bill of Exchange
drawn upon you for £450.80 at 60 d/s on 20th July 1974. 1 must
ask you to accept this Bill when it is again presented to you so
that I am not forced to take further action.

Yours faithfully,

H. Schmidt
Manager

However, it is very difficult to take legal action against a firm in
another country, and firms will try and avoid the possibility of this
action becoming necessary. One way of doing this is to ask the customer
for a Letter of Credit (L/C). If this is to be used in London, it arranges for
the London branch of the customer’s bank to hold a sum of money,
which can be used to pay an invoice or on which cheques can be drawn.
An irrevocable Letter of Credit is one which cannot be cancelled. The
bank will confirm this arrangement to the seller, who then knows that
he can be paid (and in the case of an irrevocable L/C that the payment
cannot later be withheld). Very often this will be done with the condition
that the documents will be handed to the customer when the invoice is
paid. This Documentary Letter of Credit is similar to a Documentary
Bill of Exchange.

One of the most valuable uses of a Bill of Exchange is as a guarantee
that the seller will receive payment. A Docurnentary Bill of Exchange
is one which is given to the bank. It has the shipping documents (the
Bill of Lading, which gives the title to the goods, the Insurance Policy,
and the Invoice) attached to it. The bank will keep these and hand
‘them over when payment is received (when they are known as Docu-
ments held against Payment, or D/P), or when the Bill of Exchange is
accepted (when they are known as Documents held against Acceptance
or D/A). This protects the customer as well as the seller, as the bank is
instructed not to present the bill (for payment) before the goods
actually arrive.

This documentary B/E does, however, have the disadvantage that
the seller must wait, after he has sent the goods, for his money. The
banks have made arrangements by which the seller can get the money
advanced from his own bank. He does this by signing a Letter of
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Foreign Trade

Hypothecation and giving his bank the shipping documents. This letter
gives the bank the right to sell the goods if the Bill of Exchange is not
accepted or is dishonoured. In this way, the seller gets his money and
the Bank is safeguarded against any risk.

Let us now list the events which occur in a straightforward foreign
transaction.
1 A firm receives an order from a foreign customer.
2 The firm acknowledges the order, sending a pro-forma invoice if
required.
3 The goods are packed and sent to a shipping agent, who is also sent
an advice note.
4 The shipping agent confirms that the goods have been loaded, and
sends a Bill of Lading, a statement of their charges, and sometimes a
freight note.
5 The firm sends the shipping agents a cheque and receives a receipt.
6 The firm now makes out an invoice, which may require a certificate
of origin (usually printed on the back of the invoice) or a consular
invoice.
7 The firm sends cne copy of this to a customer, with a letter stating
that the documents are at the bank and will be released when the
customer accepts the Bill.
8 The Bill of Lading, invoice, and insurance policy are sent to the bank,
sometimes with a letter of hypothecation.
9 The seller sends the Bill of Exchange to the customer for acceptance.
10 The customer accepts the Bill and returns it to the seller.

Agencies

Many English firms appoint agents in foreign countries. An Agent,
or a firm of agents, performs special services for a number of firms.
They usually specialize in one type of business. For instance, shipping
agents will arrange for all sorts of goods to be transported from the
factory to the ship and, eventually to a foreign port or a foreign
customer. But the most important service performed by an agent in
foreign countries will be concerned with putting goods into the hands
of retailers. He may spend most of his time getting people to become
customers of the firms he represents. Because he keeps in close touch
with the market' in his own country, he is often able to suggest
potential? customers to an English firm. He is paid either by receiving

'market: buyers of goods
2potential : possible (customers) in the future; possibilities (used as a noun)
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Commercial Correspondence in English

a commission' on the price of the goods which are sold through his
efforts or by receiving a fixed fee?. Working through an agent may offer
great advantages to an English firm, and may be much more satisfactory
than sending a member of its own staff to another country; the man
on the spot will have detailed knowledge of his own area and since if
he works on commission he only gete paid if he is successful, a great
deal of money can be saved. An agent will usually specialize in one
particular kind of trade, so that one man may specialize in selling books,
another in selling agricultural machinery, and so on.

Once a firm has found somebody suitable to act as an agent, it may
write and offer him the commission.

WALKRITE SHOES LTD
BATH.
15th March 197-
International Representatives,
Athens,
Greece.

Dear Sirs,

Qur sales to Greece and the Near East have increased so much in

the last six months that we feel we should appoint an agent in this
area. We feel that there is a very large potential market for the hand-
made shoes, both men’s and ladies’, which we make.

We are writing to offer you the Sole Agency for our shoes in
Greece and the Near Bast

We would be prepared to pay £750 rowards the cost of
an initial® advertising campaign, and would pay you 15%, of the
invoice value of orders taken by you, payable quarterly by
Bankers' Draft.

We hope you agree about the sales potential of our product,
and shall look forward to hearing from you. An early reply would
be appreciated, as we are anxious to get these shoes into the shops
in this area and would like to approach another agent if you are
not interested.

Yours faithfully,

M. Jones

Bxport Sales Manager
! commission: percentage paid to somebody. usually for performing a service
*fixed fee: sum of money which does not alter
dinitial: at the beginning
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Foruign lraue

Or an agent may write to offer his services. He will follow the general
principles discussed in Chapter 2, in the section on Offers.

14th May, 197-
Dear Sirs,

We have observed the steady increase in the demand for your
Walkrite hand-made shoes in Greece, and would like to suggest that
a very large market exists, not only in Greece but also in the whole
of the Near East.

We have wide contacts in this area, and already represent
several well-known English firms. But none of them have tried to
enter the quality market which obviously exists for hand-made
shoes, and we should very much like to add this type of product
to our lines.

We should like to suggest that we handle a sole agency for you
in this area. We are quite certain that you would find a
spectacular increase in sales as a result of this. We should prefer
to work on a commission, but could handle your shoes on a
consignment’ basis if you prefer. If we are right in our assessment?
of the market, perhaps this could be changed to a commission basis
in the future.

We shall look forward to hearing from you,

Yours faithfully,

N. Efstatides
Import Manager

Once the arrangements have been fixed, the English firm or the agent
will usually write a letter confirming the details.

Dear Mr Efstatides,

Before drawing up a contract confirming your appointment as
our agent, we should like to re-state the main points agreed
between us:

1 You will operate as our sole agents in Greece and the Near East
! consignment : shipment. If an agent handles a product on a consignment basis, it
means that a firm supplies him with a collection of its products with which he can
test the market. He holds stocks which are recorded but not invoiced by the

supplier, and he will pay against his actual sales at agreed intervals ~ perhaps monthly
or quarterly
assessment : judgement

77
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Commercial Correspondence in English

(Persia, Turkey, Lebanon, Jordan, Syria, Egypt, Saudi Arabia)

2 You will receive a commission of 159, on all sales of our shoes

in this area.

3 You will not handle any other shoes of this quality in this area.

4 You will be paid quarterly by Bankers’ Draft and you will submit
your account to us two weeks in advance of the payment date.

5 You will undertake to maintain enough stock' at the agreed
reduced storage rates to ensure immediate delivery in your area.

6 You will send us proposals for an initial sales campaign, to which
we agreed to contribure £750.

7 This agreement will be reviewed in three years, and every year
after that.

We hope that these proposals are satisfactory and look forward
to receiving your comments. We can then draw up a draft
agreement.

Yours sincerely,

M. Jones
Export Sales Manager

Exercises
1 Explain why changes in foreign trade are so frequent. Give an example
of one change which has recently taken place in your own country, and
explain why you think it has happened.
2 Consular Invoices and Certificates of Origin are both used to assess import
duty. How do you think they can be used for this purpose?
3 Explain the following and describe the part each may play in a
transaction in foreign trade.

a) f.o.b.

b) Pro Forma Invoice

c) c.i.f.

d) D/A

e) D/P

) B/E

g) B/L

h)L/C

i) 60 d/fs

j) Letter of Hypothecation
4 How is a Bill of Bxchange accepted? Explain what happens if a Bill is not

!stock: supply (of goods)
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Foreign Trade

accepted. -

5 What is the relation of documentary Bills of Exchange and Documentary
Letters of Credit to ordinary Bills of Exchange and Letters of Credit? Why
are they used?
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In England

Telephone Services

You can dial most towns direct. The local Code book will give you
the code for the town; if you have any difficulty you can dial the
operator (usually by dialling 100). The operators are usually helpful
and co-operative. Make sure you ask for the correct number.

If you are making a long distance call it is often better to put in a Per-
sonal Call, for which there is a small charge. You give the operator the
name of the person to whom you wish to speak and your actual call is not
timed until you are speaking to the person you have named. If you
ask to speak to Mr R. C. Rogers at 01 987 1563, the operator will tell
you when you are connected to him, and only then begin timing the
call. When answering a telephone call always give your number and/or
the firm’s name, for example, “Oxbridge 70635, Day and Company”’.

If you have made a previous arrangement to telephone someone and
you have to telephone from a public call box, you can ask for a Reverse
Charge Call; this means that the person or firm receiving the call pays
for it. In this way you do not have to keep putting money into the
telephone box. Calls are charged according to the distance between you
and the person you speak to and according to the length of conversation,
so remember that a pleasant friendly chat will cost you money. If you
are conducting a business deal it is well worth your while to make a list
of the points you wish to make, to make sure you do not leave anything
out. If you have to make a call from a public telephone kiosk and do
not have much change you can ask the person to whom you are speaking
to call you, by giving the telephone number shown on the telephone.
He will then pay for the call. Before you accept such a request make
sure of the identity of the caller who may have got the wrong number
and involve you in unnecessary expense.

If you wish to telephone to a country outside England, look in the
Code Book to see if you can dial it direct. If not, ask the operator for
either Continental Service or International Service (if the country is
outside Europe). The operator will ask for the country you wish to
contact and put you through to the appropriate switchboard. Usually
che operator will ask you for your number and then say ‘“Replace the
receiver and I will call you back.” The operator can tell you the
diffefence in time between the country from which you are ringing
and the country you are calling. The person you wish to speak to
would not be pleased if he was woken at 2 a.m. |

The increasing use of the telephone for overseas calls has meant that
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Commercial Correspondence in English

there is sometimes a delay in getting through, and therefore, it is
better if you can ““book” a call, that is, ring the operator and ask for a
call to Rome 091 45 67 at 8.00 p.m. or 20.00 hours, when you will be
ready to make the call. You can arrange for the person you are calling
to be available at that hour.

Firms or businesses who transact a large amount of business may
have several lines, and many extensions. Make sure you have the
number of the extension you need when you make the call if you can.
(This may be on the firm’s letterhead.) If you ask for Mr Smith in a
firm employing 500 people, it may be very difficult to trace him.

If you are likely to have to make a number of business telephone
calls from various parts of the country, you can obtain a Credit Card
which means that your firm will pay for the call.

There are automatic answering devices which have a tape on which
is recorded a message. When you telephone you might hear a voice
saying “‘Mr Jones is not in his office at present, but if you will leave a
message he will deal with it on his return. Please commence your
message now.” You can either leave a message or say “Please telephone
Mr Brown at 96359,” and your message will then be recorded for Mr
Jones to hear when he returns.

When telephoning, always speak more slowly than you normally
do, but not so slowly as to make the person you are talking to become
impatient. If you speak too quickly he may not understand you.

Telegrams and Cables

If you wish to send a telegram or cable and are using 2 Post Office form,
the name and address of the person to whom you are sending the
telegram and message must be written in block capitals.
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Foreign Trade

PORTERI. VIA FAVIA 7. MILAN. ITALY
ARRIVING MONDAY 12 AUGUST FOR WEEK.

PLEASE BOOK ACCOMMODATION
JOHN SMITH. PORTMANS.

Not
Porteri, Via Favia 7, Milan, Italy,
Arriving Monday 12 August for week. Please book
accommodation
John Smith, Portmans.

Some people’s handwriting is difficult to read and block capitals
should lead to fewer mistakes.

When sending a telegram, keep it as short as you can, since each
word costs money, but do not shorten it so much that your meaning
is not clear.

For instance, “CANNOT COME MONDAY WRITE"”

should read “CANNOT COME MONDAY. WILL WRITE.” To be
absolutely clear, it could read “CANNOT COME MONDAY STOP
WILL WRITE".

From the United Kingdom telegrams can be sent at urgent or ordinary
rates and the operator will ask you which you require. It will depend on
the urgency of the message as to which rate you pay.

If you are dictating a telegram always make sure that the operator
understands the letter of the alphabet you wish to give. For instance
if you are telephoning from France ““hotel” is pronounced with the
“h" silent. Be careful if you are using Spanish names: “Jiminez" is
pronounced as if it begins with the letter “h”". Try to use an inter-
nationally accepted pronunciation. Most people who deal with
international business can recognize normal initial letters, “‘P" for
Paris, “/R” for Rome.

Telex

Many offices now have Telex numbers. If you wish to send a message
to a firm which has Telex, you can go to any other firm which also has
it (most large hotels do so) and the operator can look up the number of
the firm you wish to send a message to. (All firms having Telex also
have an International Telex Directory.) They can send the message and
receive a reply very quickly indeed. It is also possible for subscribers
to recelve messages without anybody actually being in the office and
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Commercial Correspondence in English

they can send messages to await your arrival if you are not available
when the message comes in. If you have a telex number make sure it is
noted on your letterhead. This will save people who want to get in
touch with you a lot of frustration and will lead to quicker and better
communication. If your business does not have a telex it is usually
possible to send a message to a firm which has one from the Post
Office. It is now possible to have money telexed and your bank can
arrange for money to be transferred within a few days by this means.

Banking in England

If you are staying in England for any length of time you will need to
make arrangements to obtain money. Travellers Cheques can be
cashed at all banks. Most banks are only open for part of the day and
close on Saturdays and Sundays, but there are a few in London which
are open outside normal banking hours - at Liverpool Street Station,
Heathrow Airport and Whiteley’s Store in Queensway, (though the
first and last charge for their service) and at most large hotels; and
foreign money (notes only, not coins) can be changed at all banks and
at the Bureaux de Change found at many travel agents.

Some banks in many countries issue Eurocheque cards, and if you
have one of these you can cash a cheque on your own bank at any bank
displaying the Eurocheque symbol. Or you may wish to open an
account at a British bank; your own bank will have a list of addresses
of British banks and can open an account for you by writing to the
Manager of the most convenient branch to introduce you as a reliable
customer, and by sending a Letter of Credit to open the account so
that you can draw upon it in England.

Credit cards are useful for many hotels and restaurants and many
large shops, though these are mostly in London and the other big cities.
The most generally used are American Express and Diners Club cards,
and it is well worth obtaining one of these if you can.

Secretarial Services

Many large hotels now have their own secretaries who can deal with
visitors’ post, and if such a service is available it is usually mentioned
in the hotel tariff or prominently displayed in the Reception Office.
Sometimes, when it is not economical to have a personal secretary, it is
possible to dictate letters, reports, etc. into a tape recorder. These will
be typed by a secretary and returned to you. This service is a great
help to business men and it is worth enquiring about it when you make
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Foreign Trade

a reservation. _

If you wish to find out about a particular kind of firm or business
you can look it up in the “Trade Paper’’ — trades, such as grocery,
farming, automobile engineering etc., have their own specialized
paper, published weekly or monthly which gives details of firms and
their particular functions. These papers can be obtained from most
booksellers.

If you are in a town and wish to know how to find a particular kind
of business, look up the Yellow Pages in the Telephone Directory. Here
you can find a list of firms, their addresses and telephone numbers,
dealing with that particular subject. If the person you wish to see is
not on the telephone you can find his address from Kelly's Directory.
This is a directory for each town which not only gives the names of
people in alphabetical order, but also a list of the roads, stating where
they are, (for instance that a street runs from 75 Mount Street to
Grafton Street), and the name of the occupier of each house. Most large
firms have a copy, but if a firm does not have one you can find one in
the nearest Public Library (the telephone directory will give the
address).

Most types of business have their own organization to act in matters
affecting all firms in that kind of business and this organization can
therefore give an overall picture of that particular type of business,
explain where you can find specialists in a certain field and where you
can find advice about who you could contact in any town. No doubt
you will have found out about this before you come to England.

Exercises

1 Send telegrams
a) cancelling hotel accommodation
b) postponing hotel accommodation, which you have already booked,
to another date
c) apologizing for not being able to attend a meeting
d) asking somebody to meet a colleague at Heathrow Airport, stating
date and flight number
¢) confirming an order for chairs and tables
f) cancelling an order for radios
g) suggesting a date and time for meeting
h) asking someone to telephone you at a certain time
2 Send telex messages
a) give the name and address of a hotel at which you have booked a room
for the Sales Director and the cost for each night
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Commercial Correspondence in English

b) state the exact time and place of meeting to be held in London a week
later

c) describe in detail the size and design of a chair you wish to order and
ask for confirmation by telex

d) You are in Bngland on a business trip. Ask your Director for advice
on the large order you have obtained and how much commission he
is prepared to pay

3 Telephoning (suggestions for role-playing in class)

a) arrange for a Hertz rental car to be at Luton Airport at 9.30 hours
next Monday for one week. You will depart from Heathrow

b) ask your secretary to telephone Interflora to send flowers to your wife
for her birthday

c) telephone a hotel to arrange to stay there for two nights next week.
You will be arriving at about 6 p.m.

d) You have to postpone your stay in this hotel until two days later.
Telephone to say so and arrange your stay at the new time

¢) telephone a railway station to find out the time of a fast train to
London, leaving Manchester in the morning
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