RECIPIENT : Người nhận
LTD: the company with limited  liability
Inquiry letter  appropriate layout (n) + language use/functions (n)
Professional writing 
1) Address
2) Date
3) Salutation  Dear Sir/ Madam (ko đc dùng job title để chào hỏi)
4) Main content 
5) Close
6) ….
Note: 
· ko đc sử dụng các hình thức viết tắt
· thì hiện tại đơn đc sử dụng trong văn viết thư
· sử dụng các cụm từ lịch thiệp (please….)  trách những từ mang tính ra lệnh (I want you….; write back to me; drop me a line ),thành ngữ (idioms);  tránh dùng văn nói ( if you don’t mind; about the order, why not get in touch…)
· sách tham khảo chính: Reference books: A. Ashley, 2007, Oxford Handbook of Commercial Correspondence, OUP
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Thư xin việc
Thư than phiền
Thư giao dịch: inquiry, reply letter, order form, 
Associates: bạn hàng


[image: ]Ngày 6 (ghi số bình thường) , tháng (ghi chữ)  cho an toàn

Để góc phải  phía trên của bức thư

Thông tin người nhận để ở đây để làm bằng chứng, lưu trữ thông tin người nhận của bức thư này là ai












Dòng thư gây chú ý cho đối tượng nào đó cần phải xem bức thư này;  thường là thư đầu tiên bước vào trong 1 giao dịch



Sau mục 5 và mực 7 sẽ có “không dấu”; “dấu phẩy”; “dấu hai chấm”
“dấu chấm than” thể hiện cảm xúc trong văn bản chỉ dùng trong bình thường ko nên dùng trong thư tín thương mại
Nếu mục 5 là “ :” or “,” thì mục 7 vẫn là dấu “,”







Với mục 4 “for the attention…” lá thư sẽ thông quá cấp giám đốc (cấp trên) xem xét rùi quyết định có đưa về cấp phòng ban là Sale manager hay ko ???
Nếu mà ko có mục 4 mà ở mục 3 để thẳng Sale Manager thì coi như lá thư này sẽ đc gửi thẳng cho 



[image: ][image: ]Danh xưng quý tộc Nam  -Sir; Lady: Qúy bà
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5. enclosure
3. Per pro
4. job title
2.reference
1. Letter head
REPLY LETTER
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c.c : đồng gửi cho ai đó (carbon copy), người thứ 2, thứ 3, … được nhận
[image: ]blind c.c : dấu tên người nhận phụ (người nhận chính ko biết người khác cũng nhận thư này)
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	Có tên người thì tên chức danh ko có “The”

[image: ]Ms Do Thi My Lien (Ph.D)
Manager
Office for Continuing Education Department
Saigon University
273 ADV St., District 5, HCM city[image: ]Employers
Bachelor’s
Enclosed 
Excellent 
Reliable
Curriculum
Off  of
Through
Responsible
Commission
technical
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· Because …. Phản ánh “direct cause”  nguyên nhân trực tiếp cho 1 sự việc nào đó , bởi vì “bệnh” nên ko đi học đc
· “as…..”Vì mún ca ngợi dòng sp của công ty mình nên cố gắng gán ghép cái sự nhân quả có chủ đích với sự lựa chọn của người hỏi hàng với công ty mình  tang bốc người hỏi hàng đã làm đúng khi lựa chọn công ty họ
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Further giữa ghĩa là mang tính thông tin rộng và thông tin sau trong khi more chỉ mang tính thông tin rộng
[image: ]
[image: ]dùng giọng văn trung tín tránh dùng giọng văn quá bóng bảy hay quá thẳng thắng
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Sales
. : Leaflet ; catalogue
; However,

[image: ][image: ]PROSPECTUS =  CATALOUGE = brochure

CONCESSION : sự nhượng bộ
ENQUIRY LETTER
THƯ HỎI HÀNG (ko có ref) 
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· VIẾT ĐC DẠNG NÀY SẼ CÓ ĐIỂM
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[image: ][image: ]One way
consignment of bankrupt stock: lô hàng của kho bị phá sản/ kho hàng thanh lý

[image: ]Hỏi và áp đặt người bán và người bán áp đặt lại (we usually …usual allowance; 30 day B/E …by sight draft; đưa ra đề nghi xem xét thiết lập làm ăn   điểm  nổi bật

[image: ]One way

[image: ][image: ]Tăng cường sử dụng modal verb
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[image: ]COMPLIMENT SLIP: thư ghi chú
Covering letter: thư xác nhận lại
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HỌC THUỘC ĐỂ LÀM BÀI THI ĐIỀN TỪ
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4

|_ Communication
through exchange of
letters, faxes, or emails

[Who: business
[partners, clients,
ssociates

[What: transactions;
[business activities

Letter of complaint

4 Application letter ; CV

Memos, reports

Miscellaneous correspondence:
L reservations, appointments, greetings,
invitations, congratulations, condolence, ...
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(Can you name the eight

parts of this letter?
1. Sender’s address

2. Date

3. Inside address

4. Attention line
5. Salutation

6. Body of the letter

7. Complimentary close

8. Signature

LAYOUT 1: BLOCK FORMAT

@ Bredgadest

DK1260
Copenhagenk
DENMARK
© 6May20—
© CompuvisionLtd
‘Warwick House
Warwick Street

© Fortheattention of the Sales Manager
© DearsirorMadam

© Please would you send me details of your DVD videosystems.
Tam particularly interested in the Omega range.

@ Yoursfaithfully
© B. Kaasen
(Ms)B.Kaasen
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G
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« Eg: ales Manager, inance Director,

Department known

+ Eg: ales Department, ccounts Department.

Company known

+ Exg. Compuvision Lid, Messrs Collier, Clark & Co.
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3.1. Inside address: addressee

courtesy title: Mr; Mrs;
+ academic/ medical title: Doctor (Dr.): Professor (Prof.) (full stop: the first
few letters of the word)
« military title: Captain (Capt.), Major (Maj.), Colonel (Col.),General
(Gen.)
« aristocratic titles: Sir, Dame, Lord, Lady Mo,
E.g.: Sir Johnson Brown (not Sir J. Brown)
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3.2. Order of inside address

— Name of house or building

— Number of building and name of street,
road, avenue, etc.

— Name of town or city and postcode

— Name of country (in capital letters)

Example

Industrial House
34-41Craig Road
Bolton [N
BL4 8TF

UK
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5. Salutation

opens a letter written to whose name you do

is used to address

is used to address a woman, whether single or
married, whose name you do not know.
(or ) is used to
address a person when you do not know their name or
sex.

Dear Mr Smith (not Dear Mi-J—Smith/ Dear Mr John-Smith)
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7. Complementary close

i status COMPLIMENTARY CLOSE
Mr married or umarried male Yours sincerely B
Mrs married female Youresincerely

Miss unmarried female Yourssincerely

Ms marriedorunmarriedfemale  Yours sincerely

sir male - name not known Yours faithfully

Madam female - name not known Yours faithfully
Sir/Madam © Whenunsurewhetheryou  Yoursfaithfuly

are addressing male or female
medical/academic/military  these titles domot change whether  Yours sincerely

eg Dr/Professor/General

addressinga male or female
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Can you compare the letterhead
and sender’s address?

1. Letterhead:
= a great deal of information
about the company.

2. References:

to indicate what the
letter refers to (Your
ref) and the
correspondence to
refer to when replying
(Our ref).

3. Perpro
for and on behalf of

4. Job title

5. Enclosure
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LAYOUT 2: BLOCK FORMAT

o CompuvisionLtd e

Tefephone +44 (0}:0 8566 1861

Focsimile 444 (0)20 8661385
Emartstatt®comuts. ok

whmcomma ok
Yourref 6 May 20—
© vourres DSIMR
oate IMay 20—
MsB Kaasen
Bredgadest
DK1260
Copenhagenk
DENMARK
Dear MsKaasen,

‘Thank you for your enquiry.

Tenclose our catalogue and price-list for DVD video equipment You will
find full details o the Omega range on pages 31-35.

Please contact us f you have any further questions or would like to place
anorder.

‘We look forwazd to hearing from you.
Yours sincerely,
Mary Raynor

© pp Donaldsampson

O Sales Manager

© Enc
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Can you name the three
parts of this letter?

1. Private and confidential

2. Subject itle

3. Copies

-

LAYOUT 3: BLOCK FORMAT

september20—

Copentagenk
DENMARK

© P nd bt
DearMaKaaser.

 appears rom ot ecords th, despit several eminders the sbove
otce remains unpaid Unless th account b eared within 14 days from
the daeof this etter,weshaltake legal action

Yourssincerely

Donaidsampson
Sales Manager

© < Messs Pooe e ackson 14 Solctors
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To: thuthao receives the s g
email Gorster cting: Bingingcmetsiehon com Pham Cuinh NGUYEN NGUYEN K01
C.c: phong and westlife () sromaaatoosam veste 21@osam

also receive this email, @ [T ———

and thuthao knows

about it. sujed? g s fr o it
B.c.c: Zumy and Juliet Hacrate

also receive this email, s 7 y 7.7 A-T-@o0
but thuthao, phong and
westlife do not know.

T PanTen  CheskSoetng

oear ‘
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Exercise: Order of Addresses

1. Soundsonic Ltd.
Warwick House
57-59 Warwick Street
SE231JF

N
1 Warwick House / Soundsonic Ltd / London / 57- 59 Warwick Street / sE23 uF
2 PiazzaleonardodaVina 254/ Managing Durector /120133 / Milano /
Legibu Sig. D. Fregoni / Fregom S.pA./
3 Bente Spedition GmbH / Herr Heinz Bente / D-6000 Frankfurt 1 /
Feldbergstr. 30/ Chairman
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. Herr Heinz Bente

Chairman

Benze Spedition GmbH (GmbH = Company with limited liability)i
Feldberstr. 30

D-6000

Franfurt - . . .
3 Bente Spedition GmbH / Herr Heinz Bente / D-6000 Frankfurt 1 /

Feldbergstr. 30/ Chairman
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4. The Sales Manager 4 sportique et Cie /201 rue Sambin/ The Sales Manager /F-21000 Dijon

Sportique et Cie 51 illa/ 351 Avda Luis de Morales / Chief Accountant /
201 rue Sambin
F-21000

Dijon

5. Mrs S. Moreno

Chief Accountant
Intercom

351 Avda Luis de Morales
E-41006

Sevillia
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1/ Bai hoc Sai Gon (273 ADV Quén 5 tpHCM)
Phong Gido duc thuong xuyén
TS. D& Thi My Lién, truéng phong
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e ————————
Dear Ms Jackson,

While researching possible future employees in the field of computer manufacturing,
myattention was drawn to your company. 1 will be completing mybachelors’ degree

senior project, which [ will complete next semester, will focus on the application off
microcomputers to control production systems,

Threw part.time jobs and extracurticular activities I have also strengthened my
communication and teamwork skills. For three semesters | was responsable for
editing and designing the local student Paper IT match, working closely with a team
of writers and Teporters, comissioning articles, working to deadlines and ‘managing
the finances, N

This background, as wellas myeducationaland work experience, has prepared me to
combine an interest in motivating people with a desire 1o work in a technically
environment,

Please contact me with any questions you may have or with Tegard to an interview,
Thank you for your time and your consideration of my qualifications,

Sincerely

Eric Lowe

—_—
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2/ Zen Plaza (56 Ng Trai, quan 1 tpHCM)
Nha hang Hoang Yén (lau 5)
Lién h¢ bo phan cham soc khach hang

The Customer Service

Hoang Yen Restaurant

Floor 5 — Zen Plaza

56, Nguyen Trai St., District 1
Ho Chi Minh City
(VIETNAM)
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E-mail (Electronic mail)

Advantages: o B
iy : ¢ Hong Duyén Nguyén ...
Personal and easy to use (within and between companies) WREEnLY

An effective way to communicate quickly and easily with

people all over the world.

For short messages and for everyday correspondence, e.g.

setting up a meeting, passing on information, and making or

replying to a request. X Hong Chau Nguyén ...
Able to pick up your email messages, even when you are

travelling, via a laptop or palmtop.

Whatever you send or receive can be quickly and easily

filed. #7 A
N Phuc Doan N GiaTran
Chi tiét vé cuéc hop ~ - Phi Tran :

dang trinh bay

713PM
H O Type here to search D) NG a0t
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Phi Tran
Technical problems: the unexpected
messages, or attachments arriving in
Non-technical problems: large amounts of
unnecessary communication.
3. The of privacy and security. (solution?)
- digital signing and encryption . Ty L Ty St
(encryption is the process of encoding messages or information,
so that it can only be read by authorized users)

T

. Tran Thi Cao Nguyen . Phuong Truyén Nguy...

Chi tiét vé cuéc hop ~ U] Phi Tran :
dang trinh bay
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To,. © Compuvision Ltd

Ce...

‘Subject: Quad sound systems

@ Dear Sit/ Madam

Please would you send me details of your quad sound systems, advertised in the
April edition of 'Sound Monthly'?

| am particularly interested in the Omega range.
ook forward to hearing from you

1 Beatrix Kaasen (M
Bredgade 51
DK 1260
Copenhagen K
Tel /Fax: (+45) 741583
Email: kaasenb@intertel.net.dk -
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Here are some basic tips about style:

v" In general, email messages follow the style and
conventions used in letters or faxes.

v' Do not confuse personal messages with business
messages.

Phi Tran

(In a business message, the same rules of writing

apply as for a letter:
. Trang Lé Thuy Doan

)
v’ Use correct grammar, spelling, capitalization, and
punctuation. T

. Tran Thi Cao Nguyen
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OXFORD HANDBOOK OF

Commercial
Correspondence

A Ashle?

Unit 2: Content & Style
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as far as I know Phi Tran

bye for now

by the way

close of business

for your information

in other words
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Setting: This letter is written in
reply to the enquiry fromsaMr
Arrand about their company's
products.

Dear Mr Arrand

Thank you very much for your enquiry of 5 November which we
received today. We often receive enquiries from large stores and
always welcome them. particularly at this time of the year when
‘we know that you will be buying in stock for Christmas.

We have enclosed our winter catalogue and are sure you will be
extremely impressed by our wide range of watches. You will see
that they include ranges for men, women, and children, with prices
that should suit all your customers, from watches costing only a
few pounds to those in the luxury bracket priced at several
hundred pounds. But whatever price bracket you are interested in,
we guarantee all our products for two years.

Enclosed you will also find our price list giving full detals of prices
to London (inclusive of cost, insurance. and freight) and explaining
ourdiscounts, which we think you will find very generous and
which we hope you will take full advantage of.

We are always available to offer you further Information about
our products and can promise you personal attention whenever
you require it. This service is given to all our customers throughout
the world, and as you probably know, we deal with countries from
the Far East to Europe and Latin America. This fact alone bears out
our reputation, which has been established for more thana
hundred years and has made our motto “Time for everyone'-
familiar worldwide.

Once again, may we thank you for your enquiry and say that we
loak forward to hearing from you n the near future?

Yours sincerely
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Dear Mr Arrand

Thank you very much for your enquiry of 5 November which we
received today. We often receive enquiries from large stores and
always welcome them, particularly at this time of the year when

we know that you will be buying in stock for Christmas.
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Too short
p. 31

Dear Sir

Thank you for your enquiry. We have a wide selection of watches
which we are sure you will like. We will be sending a catalogue
soon

Yours faithfully

The right length

p.31 )
Acknowledge enquiry Para. 1?

Enclose catalogue, Para. 2?
price list

Draw attention to watchesPara. 37|
suitable for Arrand, and
latest designs

Mention guarantees and Para. 4?
reputation

Encourage further contact Para. 57|

Dear Mr Arrand
T}%nk you for your enquiry of S November.

We enclose our winter catalogue, and a price list giving details of
CIF London prices, discounts, and delivery dates.

Though you will see we offer a wide selection of watches, may we
draw your attention to pp. 23-28, and pp. 31-36, where there are
styles we think might suit the market you describe? On page 25 you
will find our latest designs in pendant watches, which are already
selling well.

All our products are fully guaranteed, and backed by our worldwide
reputation.

If you need any further information, please contact us. We look
forward to hearing from you soon.

Yours sincerely
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We need a system which would give us comprehensive protection
againstrobberyand shoplifting throughout all departments,and

the Secure 15 featured in your current catalogue would appear to
suit us. However, it would be helpful if one of your representatives
Middle cou]d“slo that we can discuss details of the available systems.

paragraphs Initially we would test the system we select in our main branch,
and, if it proves satisfactory, install it throughout our other
branches. Our choice would, of course, be influenced by a
competitive quotation and full guarantees for maintenance and

service.
Middle paragraphs
What should be the points that need to be made, answers
discussed in the you wish to give, or questions you want
middle paragraphs? to ask (clearly, fully, and ina logical

sequence)
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Planning: (p. 33)

It paragraph (important as it sets the tone of the letter and

creates a first impression):

il Ll e

set out its purpose

— Thank you for your enquiry dated 8 July in
which you asked us about our range of
cosmetics. As yougprobably Rnow from our
advertising, we appeal to a wide age group
from the teenage market through to more
mature women, and our products are retailed
in leading stores throughout the world.

thank the correspondent for their letter,
introduce yourself and your company,
state the subject of the letter, and

Sichs

= Thankyouforyour Ietter#:g Avgust, which I
received today. We can certainly supply you

with the industrial floor coverings you asked
about. Enclosed you will find a catalogue
illustrating our wide range of products
currently used in factories and offices
throughout the world.
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Planning: (p. 33)
Final paragraph:
1. thank your correspondent for writing,

2. encourage further enquiries or correspondence (look
forward to hearing from him or her soon),

3. possibly restate briefly one or two of the most important
points you made in the main part of your letter.

— Once again thank you for writing to us. Please
contact us if you ike an
_information. To summarize: all prices are
quoted cIr Yokohama, delivery womld be six
weeks from receipt of order,and payment
should be made by bank draft.Ilook forward
to hearing from you soon.

— We are confident that you have fnade the
_right choicﬂis line is a leading seller. If
there is any aduige or further information you
need, we wouldibe happy to supply it, and look
forward to hearing from you.
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Courtesy (politeness) p.34
N

This letter is TOO short & simple| DearMrRohn

I've already written to you concerning your debiiof £1,994. This
should have been cleared three months ago. You seem timsillifigito
co-operate in paying us. We'll sug you if you do not clear yourideh
within the next ten days.

Yours, etc.

Dear Mr Rohn

. ey -
Identify the stylistic devices! Irefer to our previous letter sent on 18,0ctober in whichiyen

weresasked to clear thew of £1,994 on your account, which

e A has been putstanding since Ju.ly‘ noreply,I
The stylistic devices: complex hall camh

sentence, full forms, passive
However, | am relugtant to do this and am offering a further ten

forms, indirect language

5 : .«;|, days forthe account to be settled.
- To avoid sounding aggressiye
Yours sincerely
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Idioms & colloguial language

You should aim for a neutral tone

INAPPROPRIATE
FORM

you've probably
guessed

you'll get your
moneyback

prices areatock
bottom

prices have gong
through the roof

PREFERRED
ALTERNATIVE

you are probably

wigy
the loan will be repaid

prices are very low

prices have inereased
rapidly
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5. Accuracy is important. Pay special attention to details such
as titles and names, and references and prlces and remember
to check enclosures or attachments.

Accuracy

"et's eat Grandmal”
Spelling —
Titles, names, addresses
References
Prices, measurements

Enclosures, attachments "[.et’s ea’c!Grandma! f

PUNCTUATION
SAVES LIVES.
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Points to remember:

1. Include the right amount of information. If you are

responding to an enquiry make sure you have answered all
the writer's questions.

2. Plan before you start writing. Make sure you say everything
you want to say, and in a logical sequence.

3. Use a simple but polite style of language.

4. Make sure that everything you write is clear and easy to
understand. Do not use colloquial language or

abbreviations that your reader may not understand. Write
numbers in words as well as figures.

5. Accuracy is important. Pay special attention to details such
as titles and names, and references and prices, and
remember to check enclosures or attachments.

6. Check what you have written when you have finished.
Make sure everything is as it should be.
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- S—
North Finchley
London NI2OPR.
Telephone: +44 (0120 8239 9653
Facsmile: +44 (0)20 8239 9653
Email: bamard@bamardpress co vk
W bamardpress co.uk

it @/

Dae 1 vareh /.

Mr mm?#ém

Via Santoets 1779 ) — )
00045 Gromateraa )

Rome

mLy P

Dear Me Bini
Thank you for your enquiry dated 15 Febuary about readers for intermedite students of
lish

(a the momment), e have o readers instock, hoverer weill be publishing a
e series a ntermediate level in September.
‘We enclose our “Story world” leaflet about new seres and current catalogue.
Ifthere is any advice on further information you need, we would be happy to supply it
‘and look forward to hearing from you.

Yourssincerely
Rosaling Wood

p.p. Sarah Barnard
Sale Manager

Enc
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LETTER WRITING PRACTICE

You have to write a complete letter to an X
company in Ho Chi Minh city to get some
information about a new line of electronic
appliances, advertised at a newspaper and
ask for brochures. You should create the
addresses for your company and X
company.
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REQUEST FOR A PROSPECTUS (p42)
Dear Sir/ Madam ‘ ’ﬁ

Iwould like some information about your courses in English for Business . Ban y . Trang L& Thuy Bo._
Executives, beginning inJuly.

Please send me a prospectus, details of your fees, and information about .
accommodation in London for the period July to December. If possible, I c 2N
would like to stay with an English family. e

Yours faithfully . chi Ngo Lan . Phuong Truyén N... . Nghia L& Quang

Y. Iwanami (Ms)
H v

. Hong Chau Nguyé

Chitiét vé cuéc hop ~ PhiTran :
dang trinh bay

711PM
H AP Type here to search = QD) NG 6001
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Main contents of an enquiry (p43)

Identify the functions of each sentence/ part of this
enquiry letter.

Give details of their
own company as well as|
asking for information
from your prospective
supplier.

Be specific and state
exactly what they want.

Ask fora sample

Suggest terms and
discounts

Dear Si

morea
month’s edition of ‘Lectron’.

Could you tell s if the CDs are leading brand names, or made by small
independent companies, and whether they would be suitable for domestic
recording? We would appreciate it if you could send us some samples. If
they are of the standard we require, we will place a substantial order. We
would also like to know if you offer any trade discounts.

Yourgifaithfully
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2/How did he hear
about the CDs

2/ -> from an ad.

3/ What requirements does he
suggest mustbe met before h¢
will place an order?

3/ > leading brands suitable for
domestic recording, and
samples

PG/AL
12May 20—

The Sales Department
R.G.Electronics AG
Havmart 601
D-50000KéIn1

Dear Sir/ Madam

Wn the centre of Poitiers and would like to know
more about the re-writable and recordable €Ds you advertise in this
month's edition of ‘Lectron’

Could you tell us if the CDs are leading brand names, or made by small
independent companies, and whether they would be suitable for domestic
recording? We would appreciate it if you could send us some samples. If
they are of the standard we require, we will place a substantial order. We
would also like to know if you offer any trade discounts.

Yours faithfully

P.Gérard (M)
Manager

Chitiét vé cudc hop ~

H L Type here to search

Linh Ngé Thi Kim
vé 24 ngudi khac

Cc

W chiNgoLan

Phuong Truyén N...

Mai Huynh

N Tran Vinh Xuyén

T

PhiTran
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Quyen Vuong Gia
vé 23 nguési khac

We are i
can supply us with a wide range of sweaters for the men’s leisurewear market. We were
impressed by the new designs displayed on your stand at the Hamburg Menswear

Exhibition last month.

As we usually place large orders, we would expect a quantity discount in additionto a
20% trade discount off net list prices. Our terms of payment are normally 30-day bill of
exchange, D/A.

If these conditions interest you, and you can meet orders of over 500 garments at one
time, please send us your current catalogue and price list.

ilers based in Birmingham and are looking for a manufacturer who

N Trang Lé Thuy Do...

1/ What expression does Peter Crane use to indicate that Lynch &
Co. is a large company?
-> chain of retailers
2/ Where did Lynch & Co. get to know about Satex?
-> at Hamburg Menswear Exhibition
3/ What kinds of discount are they asking for?
-> quantity and trade discounts
4/ How would payment be made?
-> 30-day bill of exchange, documents against acceptance

5/ How many sweaters are they likely to order?

N

- over 500

c T

N THUHUAKIM

H T

N Tran Thi Cao Ngu...

W chiNgoLan N Tran Khanh Vinh

N GiaTran Huy Cudng Nguyén

Speakers (Realtek(R) Audio)

) 72

800 PM

& 7 WD) NG o E2
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Page 45

1/ What expression does
Peter Crane use to
indicate that Lynch &
Co. is a large
company?

2/ Where did Lynch &
Co. get to know
about Satex?

3/ What kinds of discount
are they asking for?

4/ How would payment be
made?

5/ How many sweaters are
they likely to order?

Chitiét vé cudc hop ~

H L Type here to search

G googledich - Tim trén Google X |+

To, Satex S.p.A.

Ce..

Subject: | Sales enquiry

Dear Sir/ Madam

We are a chain of retailers based in Birmingham and are looking for a manufacturer who
can supply us with a wide range of sweaters for the men's leisurewear market. We were
impressed by the new designs displayed on your stand at the Hamburg Menswear
Exhibition last month.

As we usually place large orders, we would expect a quantity discount in addition to a
20% trade discount off net list prices. Our terms of payment are normally 30-day bill of
exchange, D/

If these conditions interest you, and you can meet orders of over 500 garments at one
time, please send us your current catalogue and price list.

We hope to hear from you soon.

Peter Crane

Chief Buyer

F Lynch & Co. Ltd

Nesson House, Newell Street, Birmingham B3 3EL
Telephone: +44 (0)21 236 6571 "
Fax: +44 (0)21236 8592

Email: perane@lynch.co.uk

n

nguyen thi loan nguyen thi ..
va 23 ngudi khac

Cc

W chiNgoLan

W Hong Chau Nguyi

an khang
N Mar Huynh

logi ngudi tham gia nay

X Tran Vinh Xuyén

T

PhiTran
dang trinh bay
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The outline of an enquiry

Opening:

- Who are we?

- What do we generally want?

- How would we know about the company/
product/service?

Asking for catalogues, price lists
Asking for samples, patterns and demonstrations

Suggesting terms, methods of payment, and
discounts

Method of delivery
Closing
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1/ Opening:

How did you hear about the company you are contacting?
-We were given your name by the Hoteliers' Association in Paris.

-You were recommended to us by Mr John King of Lawsom &
Davies, Merchant Bankers.

-We were advised by Spett. Marco Gennovisa of Milan that you
are interested in supplying . . .

-The British Consulate in Madrid has told us that you are looking
for an agent in Spain to represent you.

It is possible to use other references.

-We were impressed by the selection of gardening tools displayed
on vour stand at this vear's Hambure Gardenineg Exhibition.
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1/ Opening:

Tell your supplier what sort of organization you are.

-We are a co-operative wholesale society based in
Zurich.

-Our company is a subsidiary of Universal Business
Machines and we specialize in ...

-We are one of the main producers of industrial
chemicals in Germany, and we are interested in...
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2/ Asking for information

Asking for catalogues, price lists, etc.

-Could you please send your current catalogue and price list
for exhibition stands? We are particularly interested in
stands suitable for displaying furniture.

-We have heard about your latest equipment in laser surgery

and.would:like more defai
X3
- Please send us any inf0 ‘mation vo can supply, marking the

letter “For the Attention of Professor Kazuhiro”, Tokyo
General Hospital, Kinuta- Setagayaku, Tokyo, Japan.

-I-am planning to- come and study in London next autumn
and would be grateful if you could send me a prospectus

and details of your fees. I am ml

courses in computing.
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3/ Asking for samples, patterns and

demonstrations
RH"O\LC\
-When replying, could you please enclose a pattern card?

-We would also appreciate (it if=youscould=send some samples
of the material so that we can examine the texture and
quality.

-Before selling toys we prefer to test them for safety. Could
you therefore send us at least two examples of the 'Sprite'
range?

-I would like to discuss the problem of maintenance before
deciding which model to install in my factory. Therefore I
would be grateful if you could arrange for one of your
representatives to call on me within the next two weeks.
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5/ Closing .

Ban

Y

Phuc Doan X' Trang Lé Thuy Doan

-We hope to hear from you in the near future.

-We would be grateful for an early reply. t

X Tran Vinh Xuyén SRELTE

T

X' Tran Thi Cao Nguyen k' Hong Chau Nguyén Thi

D
Chitiét vé cudc hop ~ -~ PhiTran H
dang trinh bay

635PM
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4/ Suggesting terms, methods of
payment, and discounts
-We usually ﬂLﬁ_ﬁ)%,__*ﬁ\M_’_,“; withran
additional gquantity=diseount for ordets over 4,000 units.
-Assamrule, our suppliers allow us to settle by monthly

statement and we can offer the usual references if
necessary.

-We would also like to point out that we usually settle our
accounts on a D/A basis with payment by 30-day bill
of exchange. (D/A: Documents against Acceptance)

-Could you let us know if you allow cash discounts?

-A§'we intend to place a substantial order, we would like
to know what quantity discounts you allow.
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Asking for goods onsapproval; or enSalegireturn

Sometimes retailers and wholesalers want to see
how a LINE will sell before placing a firm order
with a supplier.

Two ways of doing this are by getting goods on
approval or ona SALE OR RETURN basis.

Note:

* to buy something on approval : to buy something
which you will only pay for if it is satisfactory (theo
thda thuan)

* These goods are all on sale or return: if the retailer
does not sell them, he sends them back to the
supplier, and pays only for the items sold. (b6 mai)
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Common Types of Discounts

A cash discount is a discount offered to buyers to encourage
them to pay their bills quickly.

Trade discounts, which are based on manufacturers' list
prices, are amounts or rates by which the catalog, list, or
retail price of items is reduced when sold from a wholesaler
to a reseller.

(Net price = List price / Gross sales price — Trade discount)

Quantity discounts are offered to buyers for placing
large orders.

Sellers offer seasonal discounts to encourage
buyers to purchase goods long before the actual
consumer buying season.

Promotional discounts are given to businesses that
agree to advertise or promote a manufacturer's
products.
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Asking for RSHINFATE OR TENDER

ESTIMATES are quotations to complete a job, e.g. puttinga new roof on a
factory or installing machinery.

Vietnamese equivalent: BANG UGC DINH GIA

TENDERS are similar quotationsy but in written form. They are often used
when the job is a large™one, ¢ g. building a complete factory. When
the work is for a govemm&lt, or is a large undertaking, there are often
newspaper advertisements inviting tenders.

Vietnamese equivalent: SU BO THAU = BID
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Forms of discounts

. free gifts

. free samples

. discounted prices
. joint promotions

. vouchers & coupons ? \

. social media contests and giveaways § manvihxwen () HongDuyenNguy. (8 chiNgoLan
. buy-one-get-one-free (BOGO) deals

= “self-liquidating” promotions >
encourage the clearing of stock. BN . ‘

1. customer loyalty programs © Ngatequang () Huy GubngNguyén () Hong Chau Nauyé.

*
Chitiét vé cudc hop ~ el PhiTran
dang trinh bay
814PM
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Discounts from Manufacturers
and Distributors
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OXFORD HANDBOOK OF
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Correspondence:

A.Ashley u

Unit 4: Replies and Quotations
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Quotation?

1/ Quotation: An estimate of how much something will
cost /

Price given for work to be done or a service to
be provided (Ashley, 2007, p.294)

= estimate (n)
= tender (written estimate, usually for a large job)

Example: Our guotation was much lower than all the
others.

2/ Quote (v): to estimate what a cost or price is likely to
be

Examples: To guote a price for supplying stationery /
Their prices are alwavs quoted in dollars.
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DearSir/Madam C
Wearealarge musictorein the centreof Potiers and would e to know

‘moreabout the e writable and recordable CDs you advertise inthis
‘monthsedition of Tectron’

Could youtellusif the CDsare leading brand names, or made by small

independent companies, and wiether they would be suitablefor domestic _

Tecording? We would appreciate it if you could send us some sampies. If
they are of the standard we require, we will place a substantial order. We
‘would alsoliketo knowif you offer any trade discouats.

Yours faithfully

B —————

sve advertised n this month's edition of Lectron’

Lean ESRRAAHRBHhey ar<ofhigh quality,and suHAVIELor ANRER:

fecording They are"Kolby products

Tecognize, and the reason theirprices areso competitive s that they are

e

ind the small profit margin, we willnotbe p.55
sy disountnchis cnsgnen. s e e
of lectronicand computer product and haveenclosed priceist v,

Because o thei low pr

you detafls of trade, quantity, and cash discounts.

We have st by sparate post samplasf the advertised CDs and other
brands we tock and would urgeyouto lacean rderas soon s possile as
thereas beena huge response o our advertisement Thank you foryour

interest

Yoursincerely

youwilcertainly
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p.42

p.54

Dear Sir/ Madam D

Could you please send me letails
advertised in garages arou

Iwould appreciate a prompt reply quoting trade prices
Yours faithfully

‘your tubeless tyres hich are being
ountry?

Brian Wymer

Dear Mr Wymer N A
Thank you very much for your ejquiry. | encloseacatalogue giving detailed

information about our he 5. including the impressive
results we have achieved. orous factory and track tests. Please note
especially ~the main selling points of
this product. i

With regard to trade discounts, we can off

retailers and wholesalers, with g

es tobona fide
ints Tor orders over £20,000.00.

We would be pleased to supply any further information you require.

Yours sincerely

Darren Treadwell
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| Dear Sir/ Madam E

Weare are looking for a manufacturer who
can supply us We were
impressed by the new designs displayed on your stand at the Hamburg Menswear

p.45 Exiilbilion last month.
As we usually place large orders, we would expect inadditiontoa
netlist prices. Our' ‘normally 30-day bill of

If these conditions i
time, please send us

We hope to hear from you
Dear Mr Crane

you, and you can meet of atone

dd(to hear that you liked our
e\yould certainly be no trouble

We were pleased toreceive your enquiry3

rangesofisweatess. We can confirm tha A

in supplying you from our wide sels

We can offeryouaq which\ would be 5% off net prices for
orders over £2,000, but the usual A
15%,and we always deal on p
documents. However, we would be prepaxed o review this once we have
established a firm trading assocfation with yo.

Enclosed you will find our summer cataloguend price list quoting prices

c1¥ London. We are sure you will find a ready sale for our products in
England, as have other retailers throughout Europe and America, and we
hope very much that we can reach agreement on the terms quoted.
Thank you for your interest. We look forward to hearing from you soon.

Yours sincerely





image61.png
m»(grm ) ?

include the elegance T
and the richness of 4

( We would very much like to add your clents o our worldwide list of
customers Jand could promise them an excellent Eloduﬂ ‘with a first-class

service. We would be glad to accep Grdersfor any number o pieces, and can
mixsetsif equired. =

You will see that our prices are quoted CIF to Egstern Canadian seaboard
portsand we are offering a special 10% discount off all net prices, with

dellveg_muun three weeks from recelpt of order.

Ifthere s any further information you need, please contact us, or go to our
‘website at the address above. Once again thank you for your enquiry.

Yours sincerely

B

You were recommendad to s by your trade association and | am wriing GRBBIBIFGH
. whoare interested inimporting chinaware from England.

Could you send us list, quoting your most competitive
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Six points to remember

In salutations, use the customer's name rather than
Dear Sir / Madam.

Let the customer know early in the letter whether or not you can
help them.

Make sure that you have supplied all the information you
think will help your customer including, if relevant, catalogues
and price lists.

Thank the customer for contacting you, and encourage further
enquiries.

When giving a customer a quotation, in addition to the price,
quote transport and insurance costs, any discounts, method of
payment, and delivery date.

Do not ptomise a delivery date that you cannot keep.
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Language Functions (From page 48 to
page 53)

* Replying to enquiries

N

U HwWNE

Opening

Confirming that you can help

Selling your product

Suggesting alternatives

Referring the customer to another place

Sending catalogues, price lists, prospectuses,
and samples

Arranging demonstrations and visits
Closing
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The process of business transactions

T Enquiry letter: Asking for price list,

3 Customer
catalogue, promotion, etc.
15t Reply letter Company

¥

2" Enquiry letter: Asking for more details

about the products or sgm

27 Reply letter

4

Order Form + Covering Letter

$

Acknowledgement Letter
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5 questions

1/ In the email on page 45, Mr Crane

Order Form (p.65)

— L

suggested that he might place ordersfor over  ViadiPietraPapa

00146 Roma

500 sweaters, but this order is for only 150. TTALY

Why do you think itis relatively small?

Maybe he wants to see how the order is handled.

2/ Which referenceidentifies the sweaters?

The catalogue numbers.

3/ What sort of discounts have been agreed?

Trade and quantity discounts.

b

tem description

Voneck:301ed + 20 blue

antity

Rollneck:15 black +15 blue
Crewneck: 5 green + 15 beige
Crew neck: pattem

Note:Subject to 5% quantify
L

4/ By when should the order be delivered?

Within 6 weeks.
5/ IfF. Lynch & Co. have further

correspondence with Satex on this order,

what reference would they use?

The order number (DR 4316)

Gt o
Ra%2
Nis4
Nis7
Rsa1

Cymments 15% TradeDisc/allowed. Pymt. C/DDel §weeks,

oue OMatch20—

Authorized

Peter Crane

Price (IF London)
£3080 each
£2040 each
£23.00each
£2560€ach
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3 questions

Placing an order:
covering letter

1/ On whose terms
are F. Lynch & Co.
paying?

- Satex’s
2/ If any of the
sweaters they
have ordered are
out of stock,
would they accept
alternatives?

- No.

3/ How soon do
they want the
sweaters?

- Within 6 weeks.

Attn. Sig. D. Causio

Dear Sig. Causio

5
Please find enclosed our official order, No. DR4316.

For this order, we accept the 15% trade discount you offered, and the terms
of payment (sight draft, CAD), but hope you are willing to review these
terms if we decide to order again.

‘Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham B3 15Q.

If you do not have any of the items we have ordered currently in stock,
please do not send alternatives.

We would appreciate delivery within the next six weeks, and look forward
to your acknowledgement.

Yours sincerely

Peter Crane

Peter Crane
Chief Buyer

Enc. Order No.DR4316
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An order form should always be accompanied
by either a COMPLIMENTS SLIP or a
COVERING LETTER.

A covering letter is preferable as it allows you
the opportunity to make any necessary
points and confirm the terms that have
been agreed.
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Letter 1

Opening

Confirm the
terms of
payment

Confirm
the agreed
discounts

Confirm
the delivery
dates

Method of
shipment

Close

3/ Twould like to place a trial order for ... we

discussed at the trade show last month. Please find
enclosed . . .

'5/We would like to confirm that payment is to be
made by a letter of credit, which we have already
lapplied to the bank for.

|6/ Although we anticipated a higher trade discount
than 15%, we will place an initial order and hope
[that the discount can be reviewed in the near future.

4/ Please confirm that you can complete the work
before the end of March, as the opening of the
|store is planned for early April.

1/ We advise delivery by road to avoid constant
handling of this fragile consignment.

2/ We will place further orders if this one is
|completed to our satisfaction.
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Placing an order

Closing

We hope that this will be the first of many
orders we place with you.

We will place further orders if this one is
completed to our satisfaction.

If our sales targets are met, we shall be placing
further orders in the near future.

| look forward to receiving your advice /
shipment / acknowledgement / confirmation.
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Placing an order

Method of shipment

To ensure prompt and safe delivery itis a good idea to
advise the company on how you want the goods packed
and sent. This means that if the consignment arrives
late, or ina damaged state, your letter is evidence of
the instructions you gave.

.. and please remember that only air freight will ensure
prompt delivery.

Please send the goods by express freight as we need
them urgently.

We advise delivery by road to avoid constant handling
of this fragile consignment.

Could you please ship by scheduled freighter to avoid
any unnecessary delays?
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Placing an order

» Confirm the delivery dates.

- Itis essential that the goods are delivered

before the beginning of November, in time for
the Christmas sales period.

- Delivery before 28 February is a firm condition
of this order, and we reserve the right to
refuse goods delivered after that time.

- Please confirm that you can complete the work

before the end of March, as the opening of
the store is planned for early April.
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In a letter you have written, you want the recipient to do something and are thanking them in Hong Chau Nguyén Thi
advance of their action. What do you say? |
Thank you for your attention in this matter. B Thanks for doing something about it.

C 1 am gratified that you will take appropriate action.

The company you work for has received an order from another company and you are writing to them
to acknowledge the order and let them know when you can deliver. What do you say?
A. About the order you sent on 12 January for...  B. I would like to remind you of the order
you sent on 12 January for... I refer to your order of 12 January
In a letter, you explain that the recipient can contact you if they want more information. What do you say?
A. Give me a call if you want some more information. 1 you would like any more
information, please do not hesitate to contact me.  C. If you would like any more information,
why not get in touch?

10. You began a letter with.the recipient's name (e.g., Dear Mr. Perrin). How do you end the letter?
A. Yours faithfully Yours sincerely C. Best wishes

11. You did not begin the letter with the recipient's name (see number 1 above). How do you end the letter?
Yours faithfully . Yours sincerely  C. Best wishes

r+1
Chi tiét vé CUOC hop A Nhém: Team hoc Gidi

y N
u diém danh nha.

715PM
H AP Type here to search = D) NG a0 L5
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Placing an order

Confirm the agreed discounts.

We would like to thank you for the 30% trade
discount and 10% quantity discount you
allowed us.

Finally, we would like to confirm that the 25%
trade discount is quite satisfactory.

Although we anticipated a higher trade discount
than 15%, we will place an initial order and
hope that the discount can be reviewed in the
near future.
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Placing an order

* Opening /)
- Please find enclosed our Order No. B4521 for 25
'Clearsound' transistor receivers.

- The enclosed order (No. R154) is for 50
packets of A4 copier paper. 3

- Thank you for your reply of 4 May regardlng our
email about the mobile phones. Enclosed you
will find our official order (No. B561) for ..

I would like to place a trial order for the
'Letherine' material we discussed at the trade
show last month. Please find enclosed . . .
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Placing an order

Confirm the terms of payment.

As agreed you will draw onus at 30 days, D/A
with the documents being sent to our bank,
The National Mercantile Bank ...

We would like to confirm that payment is to
be made by irrevocable letter of credit, which
we have already applied to the bank for.

. and we agreed that payments would be
made against quarterly statements .. .
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A pro forma invoice (pp 77)

Etymology: pro forma (Latin: as a matter of form)

A term applied to practices or documents that
are done as a pure formality

a 'Pro forma Invoice' is a Confirmed Purchase
Order where buyer and supplier agree on the
Product Detail and cost to be shipped to buyer.

Definition: invoice sent in advance of the goods
ordered

(hda don tam)
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Invoices

* One of the main documents used in trading.

* Both requests for payment and records of
transactions (what has been bought or sold,
the terms of the sale, and details of the
transaction).
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Statements of account
* Cdac bao cdo ban ké
* sent to the customer, giving details of all the
transactions between the buyer and seller for that
period.

* Includes the BALANCE on the account, which is
brought forward from the previous period and listed
as ACCOUNT RENDERED &SNS

BALANCE ? .

-> Difference between the totals of money coming into and going
out of a bank account.

(quyét toan)

ACCOUNT RENDERED ?

-> Unpaid amount recorded in a statement of account, details

of which were in a previous statement
(s6 duv ng tiép theo)
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If the customer wants to make sure a

quotation will not be changed
Pro-forma
Hnvoice If goods are sent on approval, on sale or

return, or on consignment to an agent who
will sell them on behalf of the principal

As a customs document




image80.png
IFurniture Ltd ter

Telephone: +44 (0)1628 26755 Tib Street
Fax: +44 (001628 26756 Maidenhead
Emai : accounts@seymore.co.uk Berkshire
Registered No. 18514391 London sL65D2
VAT No,2316188 31 uK

31May 20—

CR.Méndez SA
Avda del Ejército 83
E-48015 Bilbao

Date Item Debit redit

20— £ /i

1May Account Render

2May Inv.189 260.00

8May |D/N31L y

12 May Cash 100.00
14May  Inv.1899 720.00

20 May lCéN C517 80.00

25May  |Cish 600.00

Balance

530.00
582.00

482.00
1,202.00
1122.00
522.00
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Sao ké giao dich thé tin dung

Théng 0512021 Trang 1
Month Page

13

Visa Platinum

Credit Card Statement
Ngay <ao ké
& Date

Ngay dén han thanh toan

Thanh toan téi thiéu
Minimum Repayment

[réng sé tién thanh toan

Statement Balance

Dién giai sao ké
Interpretation of statement

[®) Mot sé thuat ngiv thwong

ap/ Some common phrases

Thuét ngi¥/Phrases

Dién giai thuat ngi¥/Interpretation of Phrases

- CWICAV FEE - NOT OURATM

- CWICAV TXN FEE - OUR ATM

- CWICAV FEE - NOT OUR POS

- CREDIT OF RETAIL - NOT OUR MERCHANT
- LATE PAYMENT CHARGE/ LATE PAYMENT IN

SUSPENSE
- INTEREST/INCOME
- ANNUAL FEE / PRORATE FEE

- CARD REPLACEMENT FEE
- OVER CREDIT LIMIT FEE

. TRANSFER PAYMENT S/C THANK YOU

- Thu phi rng tién mét tai ATM lién minh/Fee collected for cash advance
at ATM of alliance members.

- Thu phi (mg tién mét tai ATM SCB/Fee collected for cash advance at
SCB ATM.

- Thu phi ing tién mat tai POS lién minh/ Fee collected for cash advance
at POS of alliance members.

- Hoan tra giao dich/Reverse transaction.

- Thu phi cham thanh toan/Charge collected for late payment

- Thu lai/interest collected.

Thu phi thuémg nién/Annual fee collected.

Thu phi cAp lai thé/Fee collected for card replacement.

Thu phi vurgt han mirc/Fee collected for over credit limit transactions

Trich no tir 38ng thanh todn du no thé/Auto debit for payment of
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Mbt s6 lwu y vé Lai suét va phi/l Some notes on Interest rate, fees and charges

- Lai suat: Néu Khach hang khong thanh toan toan bo du ng'
cui ky cham nhét vao ngay dén han thanh toan thi Lai suét s
duoc ap dung theo quy dinh SCB.

- Phi thwong nién: Buoc thu hang nam va tw dong ghi no' vao
Tai khoan thé tin dung vao cudi thang phat hanh thé (Thé bi
tam khoa vn phat sinh phi thuong nién néu khéng c6 a& nghi
chdm dit sir dung thé).

- Phi thanh toan tr& han: Buoc tw dong ghi n véo Tai khoan
thé tin dung, va duoc tinh trén sb tién thanh toan tdi thiéu chua
thanh toan khi Khach hang khong thanh toan/thanh toan khong
i s tién thanh toan téi thidu vao ngay dén han thanh toan.
Phi nay chi dugc tinh 01 Ian/ky sao ké.

- Phi st dung vurot han mirc: Dugc ap dung va ty dong ghi
Ino véo tai khoan thé tin dung trong ngay 1ap sao ké giao dich
thé tin dung néu du n cubi ky ciia Khach hang vurot han mirc
tin dung da quy dinh trén tai khoan thé tin dung.

Interest rate: If customer fais o pay the closing balance in full latest
on the due date, interest rate will be applied as per SCB regulation.

- Annual fee: Is collected annually and automatically debited to credit
card account at the end of card's issuing month (Temporarily locked card
still bears annual fee if customer does not request to terminate using the
card).

- Late payment fee: Is automatically debited to credit card account, and
calculated based on the unpaid minimum payment amount if customer
fails to pay or fails to pay in full the minimum payment amount on due
date. This fee is only calculated once for each period.

- Over credit limit fee: Is applied and automatically debited to credit card
account on the credit card statement date if customer’s closing balance
lexceeds the credit limit of the credit card.

*

Chuwong trinh hoan tién/ Cashback Program

Hoan tién 1én dén 10% doanh sé giao dich khi chi tiéu
bang thé TDQT SCB S-CARE:

- Hoan 10%: Bénh vién, cham séc strc khoe

- Hoan 3%: Grab

- Hoan 2%: Manulife, Chubb, Prudential, Dai lchi (hoan téi da 1
giao dich/nam)

- Hoan 1%: Vinmart, Co.opmart, Big C, Satra, Lotte mart, Aeon
Mart

- Hoan 0,5%: an uéng

Chi tiét tham khao tai www.scb.com.vn

Cashback ratio upto 10% spent via SCB S-CARE credit card:

- 10% for hospital, healthcare
- 3% for Grab
- 2% for Manulife, Chubb, Prudential, Dai Ichi (maximum 01 transaction
Iyear)
- 1% for Vinmart, Co.opmart, Big C, Satra, Lotte mart, Aeon Mart
- 0,5% for eating and driking places, restaurants

[

Detail at www.scb.com.vn

&F  Cach thirc thanh toan dw ng sao ké/

How to pay outstanding credit card balance:

—Dang ky trich no' ty dong tU tai khoan thanh toan md tai SCB.

~Register for auto debit via current account opened with SCB.

Nop ti&n mat vao tai khoan thé tin dung tai diém giao dich |- Deposit cash into credit card account at SCB's transaction office:
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$ Facebool

& c @

Phi Tran dang trinh bay Chi tiét vé cuée hop X

2, (33) [ do

Checking the answers H -

You are writing a letter to the headteacher of a school or college, but you don‘t know their name.

How do you begin your letter? . = .
A Dear headteacher \Oear Sir/Madam  C. Dear Sir Hong Chau Nguyén Thi
You have received a letter from the manager of a company which buys computer components from
sour company, and you are now replying. What do you say?

Thank you for your letter. B Thanks a lot for your letter.  C. It was great to hear from you.

You recently stayed in a hotel and were very unhappy with the service you received. You are now
writing to the manager. What do you say?

A I had a horrible time at your hotel recently. B 1 would like to say that | am unhappy about
your hotel. ) would like to complain about the service I received at your hotel recently.

You have sent a letter of application to a college, together with your curriculum vitae which the
college requested. What do you say in the letter to explain that your curriculum vitae is attached?

A. You asked for my curriculum vitae, so here itis.  B.As you can see, I've enclosed my
curriculum vitae. As you requested, | endose my curriculum vitae.

You have applied for a job, but you would like the company to send you more information. What do
sou say?

I would be grateful if you would send me more information.  B. I want you to send me more
information.  C. Send me some more information, if you don’t mind.

In aletter you have written to a company, you tell them that you expect them to reply. What do you say?
A Write back to me soon, please. B. Please drop me a line soon.
ook forward to hearing from you soon.

Chi tiét vé cudc hop A~ Phi Tran
dang trinh bay

706 PM
H AP Type here to search = D) NG a0 L5
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Statements of account

Inthe case of a BANK DRAFT, the customer
buys a cheque from the bank for the amount
he or she wants to pay and sends it to the
supplier. Banks usually require two of their
directors’ signatures on drafts, and make a
small charge.

Bank transfer
ABANK TRANSFER is when a bank moves

money by order from one account to another.

Bill of exchange

InBILL OF EXCHANGE (B/E) transactions the
supplier draws a bill on the customer. The bill
states that the customer will pay the supplier
anamount within a stated time, e.g. thirty
days. The bill is sent direct to the customer or
paid through a bank. If the bill is a siGHT
'DRAFT, the customer will pay immediately (i.e.
on‘sight’ or presentation).If the bill is a TERM.
DRAEFT the customer signs (accepts) the bill
before the goods are sent and pays later.

Héi phiéu

Chuyén nhugng

= inland bill (hdi phiéu)

SIGHT DRAFT =
DEMAND DRAFT:
hoi phiéu tra ngay

TERM DRAFT
- héi phiéu ky han
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Statements of account

Cheque
The customer must have a CURRENT

ACCOUNT, Or certain types of SAVINGS
'ACCOUNT, to pay by cheque

SAVINGS ACCOUNT: an account where you put
money in regularly and which pays interest, often
at a higher rate than a deposit account (tk tiét kigm

Credit transfer

Inthe case of CREDIT TRANSFERS, the
customer fills out a bank G1ro slip and hands
itinto a bank with a cheque. The bank then
transfers the money to the supplier.

Letter of credit

ALETTER OF CREDIT (L/c) isadocument
issued by a bank on a customer’s request,
ordering an amount of money to be paid toa
supplier. Payments by letter of #7edit can be
made within the UK, but this method is
more common in overseas transactions

Current account = checking
account: an account in an bank
from which the customer can
withdraw money when he or
she wants. Current accounts do
not always pay interest.

) (tai khoan vang lai)

giro : a method used by clearing banks
to transfer money rapidly from one
account to another

Chuyén nhuong tin dung

Tin dung thu
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Statements of account

Cash on delivery
CASH ON DELIVERY (cob) is a service offered

by the Post Office. They will deliver goods and
accept payment on behalf of the supplier.

Post Office Giro
The Post Office Giro system allows a customer

to send a payment to a supplier, whether they
have a Post Office Giro account or not.

Promissory note
APROMISSORY NOTE i, strictly speaking, not
amethod of payment but simply a written
promise from a custonrer to a supplier that the
former will pay the amount stated, either on
demand or after a certain date. In effect, a

promissory note is anﬂl owe you).

Linh hoa giao ngan

Gidy hen tra tién
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1) Sales contract

7) Hounor/
Negotiate

8) Dispatch
of doc





