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INTRODUCTION.
SPOKEN ENGLISH VS WRITTEN ENGLISH

This manual focuses on written English, so it's logical to start
by distinguishing between written and spoken forms of English.

This distinction is quite basic. Discourse analysts highlight additional
differences between the two. Guy Cook, in his book Discourse, points
out: “Spoken language, as has often been pointed out, happens
in time, and must therefore be produced and processed on line. There
is no going back and changing or restructuring of our words as there
is in writing; there is often no time to pause and think, and while we are
talking or listening, we cannot stand back and view the discourse
in spatial or diagrammic terms...” [5, p. 8].

This suggests that spoken and written English have distinct
organizational features. What determines these differences? In general,
the structure of speech depends on the speaker’s or writer’'s purpose,
which connects directly to speech genres and writing styles. Writing
can be broadly categorized as formal or informal. Formal writing is used
for official purposes, such as job applications (e. g., CVs or resumes),
conference applications, academic writing (papers, articles, books), and
business correspondence.

Informal writing, on the other hand, includes personal letters and
creative works like compositions. Business letters can also have
a personal tone, depending on the relationship with the recipient. This
tone varies based on how well the writer knows the addressee. Informal
writing also includes précis, summaries, and critiques, which fall
between formal and informal styles. While they have formal elements,
they also allow for a personal and creative touch.

These theoretical perspectives guide the structure of this manual but
do not fully address the key question: how should writing be done? The
upcoming sections will delve into each writing type mentioned, offering
examples and practical exercises to help the reader develop their skills.



CHAPTER 1. FORMAL WRITING

We begin with formal style as the most systematized and codified
one. There are strict rules as far as practically every piece of writing
in this field is concerned.

CV AND RESUME

These documents contain very much the same information which
can be described as a short description of your history in work and
at school. The only difference is that CV (curriculum vitae) is sometimes
believed to be used mainly for academic purposes. Alongside with
Personal Details and Professional Experience you include such
sections as Dissertation (if any), Academic/Teaching Interests, Papers
and Lectures, Publications. Do not forget to mention your grade
(e. g. M.A. in Linguistics). As one of the writer’'s guides states “Many
white-collar jobs require a resume from any prospective employee.
At times, your resume will be mailed to a prospective employer. What
the resume reveals about you may determine whether or not you are
actually interviewed for a job.” What has just been said shows the
importance of this document and its role in your career.

Resume is not a fill-in blank but a paper which you produce yourself
and it should be arranged properly and composed in an appropriate
style. The first requirement is that it should be neatly typed. Needless
to say that spelling and grammar mistakes are absolutely out
of question. But you should not forget even such a “minor” detail that
copies should be made on good quality paper because it demonstrates
your accuracy, position to the would-be employer and the fact that you
really care for this job.

Few words should be said about résumé’s format. It is fairly
standard. At the very top, give your name, address, and telephone
number. People tend to include their age and marital status although
it is not necessary to give this information. Thus, you must judge
whether your age and marital status will assist you in your job search
or work against you.

The next paragraph of the resume may be labeled “Objectives”.
Here you indicate what job you are looking for and your major
qualifications for such jobs. Or you may simply use this paragraph
to state your basic strengths and the nature of your past work.
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Next comes the record of your work experience. This is the main
part of your resume. It is listed with your most recent job first. The job
before that is listed next, and so on with your first job listed last:

2019 to present
2013 to 2019
2010 to 2013

As a rule you give your title for each job and the name of the
company (and division when relevant).

After the record of your work experience, list your schooling, any
degrees, hobbies, honors and affiliations that you consider worth
including. Do list any awards or honors you have received whether
or not they are job-related. Such honors indicate that you are esteemed
by others.

If you are looking for your first full-time job, you must review
your work history somewhat differently. If you have held some sort
of part-time or summer job or worked at volunteer jobs, these should
be indicated. If you have participated in school extracurricular activities,
these are worth mentioning. Your school record is also an indication
of your ability and seriousness of purpose.

In seeking the first job, you must state your field of knowledge, that
you are reliable, and that you can work well with others.

A resume that will be mailed to a prospective employer should
be accompanied by a cover letter which should be straightforward and
brief. Do not repeat all the information contained in the resume. The
idea is to state the specific position you are interested in, to discuss
briefly your experience, and to refer the reader to the enclosed
resume. At the end of the letter you may wish to indicate that you will
telephone the prospective employer for an interview.

Of course, the cover letter, like the resume, should be neatly typed
and quality paper should be used. As it serves as your introduction
to a prospective employer the first impressions are very important.
Be sure that the spelling and grammar are correct and that you have
spelled all names and addresses properly.

Examples and Practical Assignments
1. There are two sample resumes. The first is for a person
looking for a first job. The second resume is for a person who



7

has held several jobs and indicates that each job has involved
more responsibility and skills than the previous one. Next comes
an example of cover letter.

Melanie Henderson

99 New lands Park

London

SE30 8UJ

0171-25-650

Objective

To find an entry-level job in sales with a large international company.
Would like to utilize my knowledge of French.

Work experience

Summers 2023, 2022

Group leader in a European teen-travel summer trip. We traveled
on bicycles and by boat. Many of the arrangements had been made
in advance, but | often had to make substitute arrangements because
of unforeseen events.

Summer 2021

Spent three months in France working as a volunteer on a farm. Did
so to improve my spoken French.

Part-time employment 2021, 2020, 2019

Salesperson, college bookstore during school year.

School record

2019

B.A. magna cum laude with honors in French Literature and Language.
Minor in History. Princeton University.

2015

Elmwood High School, class salutatorian. Honors in language and
science.

Extracurricular activities

Member of soccer team in high school and college.

Contributor to school magazine in college.

President of French Club in high school.

Speak and write French fluently. Have working knowledge of Spanish.



Courtney Black

123 Lincoln Street

Deerfield, Illinois 60015

789-3456

Objectives

To find a job that would utilize a broad range of my managerial and
business skills and offer the potentional for advancement in a large
company.

Record of work experience

2022 to present

Public Relations Director for a small manufacturing company

Am responsible for creating and maintaining a favourable public
image by preparing and disseminating news releases, arranging press
conferences, contests, conferences, and other activities that keep
the company in the public eye. Supervise a staff of six and work with
various other departments: art, advertising, production, etc. Maintain
close working relations with various people in the media and local
government.

2018 to 2022

Publicity Writer for the Widget Company

Wrote copy for publicity releases and other public-relations material.
Know paper, printing, art styles. Many of my releases appeared in trade
journals and local newspapers. Two-person office made for more
responsibility than a publicity writer normally encounters.

2015 to 2018

Copy editor for Deerfield Gazette

Corrected copy and did proofreading for the local paper. Did some
rewrite and occasional reporting.

Educational background

M.B.A. University of lllinois, 2014. Took night courses for
master’s degree.

B.A. University of lllinois, 2010. Major in Journalism. Received award
for Most Promising Student.




Extracurricular: Worked on college newspaper; member of swim team.
Affiliations and hobbies
Member of lllinois Society of Publicity Writers

Vice president of Alumni Association, University of lllinois

Hobbies include swimming, tennis, and directing amateur theatre
productions.

Cover letter

Dear Sirs

I am applying for the position of assistant sales manager, advertised
in Sunday’s Boston Globe. | have held a number of selling jobs and
am currently working in the sales department of a large manufacturing
company.

The enclosed resume will furnish additional information
on my background. | will telephone you next week for an interview.
Thank you for your consideration.

Faithfully yours,
Ellen Kovalcik
Ms Ellen Kovalcik

2. Write your own resume and cover letter having in mind
a particular position in a particular institution you would like to apply to.



CHAPTER 2. BUSINESS CORRESPONDENCE

Letter-writing is an essential part of business. In spite of telephone,
telex and telegraphic communication the writing of letters continues;
in fact most telephoned and telegraphed communications have
to be confirmed in writing.

The letter is often evidence of an arrangement or a contract, and
must therefore be written with care; even the shortest and most usual
of letters may have this importance. The need for thought in writing
is clear when you realize that in speaking — either face-to-face
or by telephone — the reaction to the spoken word can be seen or heard
immediately, but reaction to a letter is not known until the answer
is received.

When you have written a letter, read it through carefully; see that
you have put in everything you intended, and have expressed it well;
read it again, trying to put yourself in the place of the receiver, to find
out what impression your letter will make.

It is obvious that what has been said in the previous paragraph
becomes even more important when you write a letter in a foreign
language. Unless you know that particular language very well you are
certain to translate some phrases from your own language literally;
these phrases may then convey quite a different meaning from that
intended. It is in any case impossible to translate all business phrases
literally as each language has its own characteristic idiom. Keeping
this in mind we have given as large a selection of English phrases
in general use as possible.

A question frequently asked is: '"How long should a good letter be?’
The answer is: 'As long as is necessary to say what has to be said’.
The manner of interpreting this varies, of course, with the writer, and
also very greatly with the nationality of the writer.

Because the aim of the letter is to secure the interest of the reader,
and his co-operation, the letter should begin with sentences that will
introduce the matter without undue delay, and polite forms to help the
introduction not be too long. The letter should continue with the subject
itself and all the necessary information or arguments connected with it,
but the wording must carry the reader along smoothly; jerky, over-short
or disjointed sentences spoil the impression. The letter should have
a suitable ending — one that is not long but makes the reader feel that



11

his point of view is being considered. This is especially necessary when
sellers are writing to buyers.

Waste of time in subsequent letters should be avoided by giving all
the information likely to be required, unless the writer purposely refrains
from going into too much detail until he knows the reaction of his
correspondent.

A good vocabulary is necessary, both in your own and foreign
languages; repetition should be avoided as much as possible, except
where the exact meaning does not allow any change of word.

Everyone has a characteristic way of writing, but it must
be remembered that the subject of the routine business letter lacks
variety and certain accepted phrases are in general use. This is of great
help to the foreigner, who can rely on them to compose a letter that will
be understood. Let us say, perhaps, that a routine business letter is like
a train, running on a railway track, whereas other letters are like cars
that must, of course, keep to the road but are otherwise given greater
freedom of movement than a train.

This greater 'freedom of movement’ applies also to business
correspondence dealing with matters of policy, special offers,
negotiations, reports and customers’ complaints, all of which are
matters that demand individual treatment. Here the correspondent
must not only make his meaning clear but also try to create
in the reader’'s imagination a true impression of his attitude. This
is by no means as difficult as it may seem if the writer will remember
that simplicity of word and phrase usually gives the impression
of sincerity. Also a style of writing which is natural to the writer carries
his personality to the reader.

In foreign trade, with its numerous problems and complications, the
use of forms is a necessity; it facilitates the handling of goods at the
various stages, indicates that regulations have been complied with, and
saves unnecessary correspondence. It is the repetitive nature of many
business transactions that makes it possible for the form to do the work
of the letter. A study of the wording on forms is therefore advisable,
and one or two specimens relating to certain transactions will be found
in later chapters.

The growing use of the telephone and telegraph is also reducing
correspondence in this age when, as never before, 'time is money’.
Another factor is the increasing personal contact in international trade.
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With one part of the world only a few hours’ flying time from another
it is not surprising that many businessmen prefer to make personal
visits in order to discuss important matters on the spot.

Other modern conditions and tendencies that have their effect
on the nature of correspondence are the establishment of foreign
companies by large international organizations, business tie-ups
between pairs of firms in different countries, export and import
controls and restrictions, currency controls and the financial policies
of governments.

The really competent correspondent therefore needs to understand
something of the principles and practice of modern commerce. There
is no room in this book for even an outline of these principles, but some
brief explanations of certain procedures are given in order to help the
less experienced student to understand the letters that follow.

THE LETTER HEADING AND THE LAYOUT

Business letters are usually typed on notepaper bearing a specially
designed heading which provides the reader of the letter with essential
information about the organization sending it. Normally the heading will
include the company’s name and address, its telephone numbers and
telegraphic addresses, the type of business it is engaged in, its telex
code, and in many cases the names of the directors. It is becoming
increasingly common for firms to print an emblem or trademark on their
stationary.

Note the layout in the example. Currently there are several ways
of setting out a business letter in Britain, and policy in this respect
differs from company to company. The form in which a business letter
appears has not been standardized in the United Kingdom to the
extent it has in the USA. and most European countries, and many
British firms still indent the first line of each paragraph, and use more
punctuation in the inside name and address and in the date than
is the case in our example. Nevertheless, there is a growing tendency
in Britain, due largely to foreign influences and the widespread use
of the electric typewriter, to use block paragraphing — in other words,
to begin every line at the left-hand margin — and to dispense with
unnecessary punctuation in the date and the name and address of the
person or organization written to. It is still considered necessary to put
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a full stop after abbreviations, as we have done in the case of Co.
(Company), Ltd. (Limited) and St. (Street) in our example. However,
it is becoming more and more common to type Mr. and Mrs. — i.e.,
without a stop — and this practice may well be extended to other
abbreviations in the near future

Telegrams Telephone
(a) GRAJO LEEDS GRADEN AND JONES Leeds 978653

LIMITED
Home & Overseas Merchants
Upper Bridge Street
Leeds 2

(b) JAS / DS (c) 13 July 2024

(d) Oliver Green and Co. Ltd.
25 King Edward VII St.
Manchester M245BD

(e) Dear Sirs

We understand from several of our trade connections in Bolton that you
are the British agents for Petrou and Galitopoulos AE of Athens.

Will you please send us price-lists and catalogues for all products
manufactured by this company, together with details of trade discounts
and terms of payment.

We look forward to hearing from you.

() Yours faithfully
GRADEN AND JONES LTD.
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@
J.A. Stevens

Chief Buyer

The parts of the letter
(a) The heading. This has already been mentioned. Note that this example
contains all the information mentioned in the first paragraph of this chapter.
(b) The reference. This is typed on the same line as the date, but
on the left, and consists of the initials of the person who signs the letter
(in this case JAS) and those of the typist (DS). Sometimes other initials
or figures are added, according to whatever may suit the filing system
of the firm in question. It is usual to quote the reference initials of the
addressee company in a reply.
(c) The date. The form in which the date is written in this letter —
13 July 2024 — is probably the simplest and clearest of all the current
forms used in the English-speaking world, but there are alternative
ways of writing the date, for example:

July 13 2024 (Americans put the name of the month first),
13th July 2024, and
July 13th 2024.

Some firms still insist on a comma before the year, but others consider
this unnecessary. It is important to note that the name of the town or city
where the letter originates is not repeated before the date, although this
is normally done on the Continent. Another practice widely used in Europe
is to write the date in a highly abbreviated form — 12.7.24, for example —
but this should not be done in letters written in English, since in Britain
12.7.24 means 12 July 2024, whereas in the USA it means December
7 2024. Itis obvious that the use of such forms could result in confusion.
(d) The inside address. A few points concerning the name and address
of the firm written need to be made. Firstly, they are typed on the
left, normally against the margin. The diagonal grading of the name
and address is rare nowadays, and the style shown in the example
is neater, as well as being quicker for the typist.

Secondly, the use of Messrs, (an abbreviated form of Messieurs, the
French word for Gentlemen) should not be used in front of the name
of a limited company, nor should it appear with the names of firms
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which indicate their line of business and do not consist of family names.
It follows, therefore, that Messrs will be used mostly when a partnership
is being addressed, as in this example:

Messrs. Hamilton and Jacobs
265 High Holborn
London WC17G

Note also that the number of the street in the address always

precedes the name of the street, and that in the case of large towns
and cities in the United Kingdom the name of the county is not required.
However, when the firm addressed is situated in a smaller town, the
county name is necessary.
(e) The salutation. Below the address a double space at least is left
and the words 'Dear Sirs’ are typed. This is the usual salutation
in British business letters addressed to a company rather than
to an individual within the company. Very often a comma is typed after
the salutation, but an increasing number of firms are eliminating this,
considering the spacing to fulfill the function of traditional punctuation.
In the USA the most common salutation is 'Gentlemen:’ Note that the
salutation is typed against the left-hand margin.

When writing to an individual within the firm addressed, the salutation
is 'Dear Sir’ (Dear Madam’ if the recipient is known to be a woman),
or “Dear Mr.___ ", “Dear Mrs____ ", “Dear Miss____ " or “Dear Ms____ ",
if the addressee is addressed by name rather than by position.

In recent years the use of the form Ms has become quite common.
It originated in the USA and, like its 'male’ equivalent Mr, it does not
indicate whether the person addressed is married or unmarried.

() The complimentary close. This is typed above the name of the
firm sending the letter, and then a space is left for the signature. If the
salutation is “Dear Sirs” or “Dear Sir”, the complimentary close will read
“Yours faithfully” or, less commonly, “Yours truly”. If the correspondent
is addressed by his or her name — “Dear Mr. Brown”, “Dear Miss
James”, etc. — the complimentary close will take the form “Yours
sincerely”. Avoid closing with old-fashioned phrases such as We remain
yours faithfully, Respectfully yours, etc.

(g) The signature. The name of the person signing the letter is typed
below the space left for the signature, and is followed on the next
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line by his position in the company or by the name of the department
he represents. It is, to some extent, a matter of a choice whether you
sign with your initial(s) (D. Jenkins) or your given name (David Jenkins),
and whether you include a courtesy title (Mr, Mrs, Miss, Ms) in your
signature block. But if you give neither your given name nor your title,
your correspondent will not be able to identify your sex and may give
you the wrong title when he or she replies. It is safer therefore to sign
with your given name, and safest of all to include your title.

The term per pro (p.p.) is sometimes used in signatures and means
for and on behalf of. Secretaries sometimes use p.p. when signing
letters on behalf of their bosses.

Traditionally the complimentary close and signature have been
typed in the middle of the page, but it is becoming more and more
common for firms to place them against the left-hand margin.

If an enclosure accompanies the letter (e. g. leaflets, prospectuses,
bills, certificates, etc.), this fact is indicated both in the text itself and
by the word Enclosure (often reduced to Enc. or End.) typed against the
left-hand margin some distance below the signature. There are other
ways of referring to enclosures — the use of adhesive labels, for instance,
or the typing of lines in the left-hand margin beside the reference in the
text to the document or documents enclosed — but typing the word
Enclosure at the bottom of the letter is by far the most common.

Copies: c.c. (=carbon copies) is written, usually at the end of the letter,
when copies are sent to people other than the named recipient.

The subject matter of a letter is often indicated in a subject line
which appears below the salutation:

Dear Sirs

Your Order No. 6544 of 15 March 2024

Subject lines are not always required, and the date of a letter
referred to in the first line of the answer is often sufficient to indicate
what the subject is.

Private and confidential

This term may be written at the head of the letter, and more
importantly on the envelope, in cases where the letter is intended only
for the eyes of the named recipient.
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PRACTICAL ASSIGNMENTS

1. Design a letter heading for a company, manufacturing washing
machines, refrigerators and other household equipment. Include
all the information about your company which is normally shown
in a modern letter heading.
2. Write out the following date in three or four different ways
in which it might appear at the top of a business letter: the
fourteenth of April nineteen-seventy-eight.
3. Below are names and addresses which might appear — suitably
set out, of course - in the top left-hand corner of a business letter.
Give the correct salutation and complimentary close in each case:

(a) Burke and Sons Ltd., 55 Inkerman Road, London SE5 8BZ.

(b) The Sales Manager, BGW Electrics Ltd., Liverpool 4.

(c) MrA. L. Moon, British Rail (Southern Region), London W1M 2BT.

(d) Ms Angela Box, Gorton and Sons, 344 Oxford St., London WI A 3BA.
4. Which of the organizations mentioned in Exercise 3 should
be addressed as Messrs.? Give your reasons for including
or omitting Messrs. in all four cases.
5. Read the following statements and decide which are true (T)
and which are false (F).

1. If a letter begins with the receiver’'s name, e. g. Dear Mr. Ross,
it will close with Yours faithfully.

2. The abbreviation c.c. stands for 'correct carbons’.

3. If you were writing a letter to Mr. Peter Smith, you would open
with Dear Mr. Peter Smith.

4. The head of a company in the UK is known as The President’.

5. In the USA, it is correct to open a letter with the salutation
Gentlemen.

6. The abbreviation enc or end means there are enclosures with the
letter.

7. If you “were writing to a Knight whose name was Sir Roger
Dumont, you would open the letter Dear Sir Dumont.

8. In the UK, the abbreviated date 2.6.95 on a letter means
6 February 2008.

9. If a secretary signs her name on a letter and her signature
is followed by p.p. (per pro) Daniel Harris, it means she is signing
on behalf of Daniel Harris.
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10. A Managing Director in the UK is known as Chief Executive
in the USA.

11. The term PLC after a company’s name, e. g. Hathaway PLC,
stands for 'Public Limited Corporation

12. The abbreviation for the term ’limited liability’ in the UK is /td.

13. If you did not know whether a female correspondent was
married or not, it would be correct to use the term Ms, e. g. Ms Tessa
Groves, instead of Miss or Mrs.

14. The following is an example of a blocked style:

Peter Voss
Oberlweinfeldweg 33
5207Therwil
Switzerland

15. The above address is an example of 'open’ punctuation.

16. The abbreviation in addressing a doctor, e. g. Doctor James
Spock, would be J. Spock.

17. Rather than use the UK close of Yours sincerely/faithfully,
Americans often choose Yours truly.

18. The abbreviation for ‘company’ is Co.

6. Put the verbs in brackets into either the present simple,
(e. g. he works), or the present continuous, (e. g. he is working).

1. ICI (be) a large multinational company that (export) to countries
all over the world.

2. The Managing Director (have) a meeting at the moment, but | will
ask him to call you back.

3. Although the economic climate (improve) slowly, a lot of smaller
companies (find) rading conditions difficult at the moment.

4. Office workers in the UK normally (start) at 9 a.m. and (go) home
at5p.m.

5. At the moment the Sales Director is on a two-week tour
of Europe, where he (meet)suppliers and (do) some market research.

6. We now (need) to expand, so we (negotiate) the lease of larger
offices outside London.

7. 1 (write) to you to enquire about the possibility of setting
up an agency in Spain for your products.

8. | (try) to get in touch with Mr. Peters, but | (not/have) much luck.
He still (have) the same phone number?
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7. Put the following names and addresses in order.

Example
Search Studios Ltd./Leeds/LS4 8QM/Mr L. Scott/150 Royal Avenue

Mr L Scott

Search Studios Ltd.
150 Royal Avenue
Leeds LS48QM

1. Warwick House/SoundsonicLtd./LondorVWarwickStreet/SE231JF

2. Piazza Leonardo da Vinci 254/The Chief Accountant/1-20133/D.
Fregoni/Fregoni S.p.A./Milano

3. Bente Spedition GmbH/Mr Heinz Bente/D-6000 Frankfurt 1/
Feldbergstr. 30/The Chairman

4. Sportique et cie./201 rue Sambin/The Sales Manager/F-21000
Dijon

5. Intercom/E-41006 Sevilla/351 Avda. Luis de Morales/The
Accountant/Mrs S. Moreno

6. Miss Maria Nikolakaki/85100 Rhodes, Nikitara 541/Greece

7. Excel Heights 501/Edogawa-ku 139/7-3-8 Nakakasai/Japan/
Tokyo/Mrs Junko Shiratori

8. Leighton Road/VHF Vehicles Ltd./London NW5 2QE/The
Transport Director/ Kentish Town

8. Using either the present simple or present continuous tenses,
complete the letter with the appropriate verb from the list below.

build look offer start write
know note supply provide

HALL & CO. LTD
Builders’ Merchants

Dear Sir/Madam.
We (1) that you have made a planning application
and (2) an extension to your property soon,

and | (3)
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to inform you of the services which we, as your local Builders’

Merchant, (4) for our customers.
Our range of products (5) at the foundations with
sand, cement, and bricks, and we also (6) a full

range of timber and plasterboard products.

In addition to this, but only for the next two weeks, we

@) a free estimating service, so that you
(8) exactly how much the materials will cost.
We (9) forward to hearing from you

Yours faithfully
HALL & CO. LTD

9. Complete the following letter of enquiry with the correct
prepositions.

Veto Sport AG

Karlstr. 45

0-5230 Somerdale

The Sales Director 15 February 2024
UK Cycles Ltd

Borough House

Borough Road

Cleveland TS8 3BA

Dear Sir

We read your advertisement (1) racing cycles
(2) the current edition (3)

Cyclists and are interested (4) your products, particularly

touring bikes.
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We are a large retail company (5) cycle shops
throughout Germany and would like your catalogue and a price-list,
quoting c.i.f. Berlin prices.

Please let us know your terms (6) trade, including
guantity discounts, delivery dates, and any credit facilities your are
prepared to offer (7) large orders.

We look forward (8) hearing (9) you soon.

Yours faithfully

j—

Karl Janssen

Managing Director

10. Read this letter from a computer company to a company
trainer, and fill in the blanks with the correct verb taken from the
list below.

leave will travel will be staying will have had
suit will be met will be visiting will have returned
arrive  will need will not be able

Dear Mr Jackson,
Re: Nicosia Computer Training Course

Thank you for your letter of 18 May giving us the dates of your visit.
I am writing to inform you of the arrangements we have made on your
behalf.

You (1) at Larnaca airport by the company
driver, and (2) at tne Amathus Beach Hotel
for the first night. When you (3) Larnaca, you
4) up to Nicosia and spend
four days at the training centre. Most of the trainee operators
(5) some  experience of the new

program by the time you (6) , but they
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(7 some instruction on the more complex
areas of the system.

Unfortunately, Mr  Charalambides  (8) to
meet you on Thursday 15 June, as you requested, because
he (9) our subsidiary in Spain. However, he
(10) by the following Monday, 19 June, so | have
arranged for him to see you at 2.30 p.m.

Please let me know if these arrangements
(11) you. | look forward to hearing from you

Yours sincerely,

Elena Theodorou

Training Manager

11. Put the phrases below in the correct order to form a letter
requesting information.

Dear Sir/Madam,

which was held last June,

and may be interested in retailing them through our outlets in Germany.
We saw a large selection of your products at the Frankfurt Fair,
Could you send us your latest catalogue and price-list,

We are particularly interested in your industrial ware,

quoting c.i.f. terms to Hamburg.

including overalls, boots, helmets, gloves, and fire-proof jackets.

We look forward to hearing from you soon.

We can assure you that if your prices and discounts are competitive,
Yours faithfully,

Chief Buyer

we will place regular large orders.

T. Hamacher

12. Rewrite the following request for payment in polite form.
Dear Sir,

Your have owed us €567.00 since February, which means you
haven’t paid us for three months.
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We wrote to you twice and amazingly you didn’t bother answering us,
yet you've been a customer for years. Anyway, we're not going on like
this, so if you don't tell us why you haven't paid, or send the money
you owe us in ten days, we’ll sue you. After all, we've got bills from our
own suppliers, and besides we explained our rules for giving credit, i.e.
payment on final dates long time ago.

Yours, etc

R. Lancaster



CHAPTER 3. BUSINESS LETTER WRITING

ENQUIRY

Most letters of enquiry are short and simple, so much that many
firms have adopted the practice of sending printed enquiry forms,
thereby eliminating the need for a letter. As a prospective buyer, the
writer of an enquiry states briefly and clearly what he is interested in,
and this is all the receiver of the letter needs to know.

It is rather different when the object of your enquiry is to obtain a special
price for regular orders, or to sell rights in your area. In cases like these
you are asking for concessions, and you have to 'sell’ your proposal to the
supplier. This requires much more skill than does the writing of a routine
enquiry, and we will be returning to letters of this type shortly.

A first enquiry — a letter sent to a supplier-with whom you have not
previously done business — should include:

1. A brief mention of how you obtained your potential supplier’'s name.
Your source may be an embassy, consulate, or chamber of commerce;
you may have seen the goods in question at an exhibition or trade fair;
you may be writing as the result of a recommendation from a business
associate, or on the basis of an advertisement in the daily, weekly
or trade press.

2. Some indication of the demand in your area for the goods which the
supplier deals in.

3. Details of what you would like your prospective supplier to send you.
Normally you will be interested in a catalogue, a price list, discounts,
methods of payment, delivery times, and, where appropriate, samples.

4. A closing sentence to round off the enquiry.

Enquiries for information about goods or services are sent and
received in business all the time. In a routine letter of enquiry follow
these guidelines:

1. State clearly and concisely what you want — general information,

a catalogue, price-list, sample, quotation etc.

2. If there is a limit to the price at which you are prepared to buy,

do not mention this, otherwise the supplier may raise the quotation

to the limit you state.

3. Most suppliers state their terms of payment when replying so there

is no need for you to ask for them unless you are hoping for special rates.

4. Keep your enquiry brief and concise.
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Enquiries mean potential business, so they must be acknowledged
promptly. If it is from an established customer, say how much you appreciate
it; if it is from a prospective customer, say you are glad to receive it and
express the hope of a lasting and friendly business relationship.

Requests for catalogues and price-lists
Routine requests where formal reply is unnecessary

Suppliers receive many routine requests for catalogues and price-
lists. Unless the writer requests information not already included written
reply is often not necessary, and a “with compliments” slip may be sent
instead. In the following enquiries written replies are not necessary. The
items requested may be sent under cover of a “with compliments” slip.

Example 1
Dear Sir/Madam
Please send me a copy of your catalogue and price-list of portable disc
players, together with copies of any descriptive leaflets that | could pass
to prospective customers.

Yours faithfully

Example 2
Dear Sir/Madam
| have seen one of your safes in the office of a local firm, which passed
on your address to me.

Please send me a copy of your current catalogue. | am particularly
interested in safes suitable for a small office.

Yours faithfully

Potentially large business

When an enquiry suggests that large or regular orders are possible
a “with compliments” slip is not enough. Instead write a letter and take
the opportunity to promote your products.

(a) Enquiry

Dear Sir/Madam

| have a large hardware store in Southampton and am interested in the
electric heaters you are advertising in the West Country Gazette.
Please send me your illustrated catalogue and a price-list.

Yours faithfully

(b) Reply

Dear Mrs. Johnson

Thank you for your letter enquiring about electric heaters. | am pleased
to enclose a copy of our latest illustrated catalogue.
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You may be particularly interested in our Model FX21 heater, our
newest model. Without any increase in fuel consumption, it gives
out 15 % more heat than earlier models. You will find details
of our terms in the price-list printed on the inside front cover of the
catalogue.

Perhaps you would consider placing a trial order to provide you
with an opportunity to test its efficiency. At the same time this would
enable you to see the high quality of material and finish put into this
model.

Yours sincerely

Enquiries through recommendations

When writing to a supplier who has been recommended, it may
be to your advantage to mention the fact.

(a) Enquiry

Dear Sir/Madam

My neighbor, Mr. W. Stevens of 29 High Street, Derby, recently bought
an electric lawnmower from you. He is delighted with the machine and
has recommended that | contact you.

I need a similar machine, but smaller, and would be glad if you sent
me a copy of your catalogue and any other information that will help
me to make the best choice for the purpose.

Yours faithfully

(b) Reply

Dear Mr. Garson

| enclose a catalogue and price-list of our lawnmowers, as requested
in your letter of 18 May.

The machine bought by your friend was a 38 cm RANSOME which
is an excellent machine. You will find details of the smaller size of 30
cm shown on page 15 of the catalogue. Alternatively, smaller than this
is the PANTHER JUNIOR shown on page 17.

We have both these models in stock and would be glad to show them
to you if you cared to call at our showroom.

Please contact me if | can provide any further help.

Yours sincerely

Requests for samples

A request for a sample of goods provides the supplier with an excellent
opportunity to present products to advantage. A reply should
be convincing, giving confidence in the products.
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(a) Enquiry
Dear Sirs
We have received a number of enquiries for floor coverings suitable for
use on the rough floors which seem to be a feature of much of the new
building taking place in this region.
It would be helpful if you could send us samples showing your range
of suitable coverings. A pattern-card of the design in which they are
supplied would also be very useful.
Yours faithfully
(b) Reply
Dear Mr. King
Thank you for your enquiry for samples and a pattern-card of our floor
coverings.
We have today sent to you separately a range of samples specially
selected for their hard-wearing qualities. A pattern-card is enclosed
for the purpose you mention we recommend sample number which
is suitable for rough and uneven surfaces.
We encourage you to test the samples provided. If you feel
it would help to discuss the matter we will arrange for our technical
representative to arrange to come and see you.
Meanwhile, our price-list is enclosed which also shows details of our
conditions and terms of trading.
Please contact me if | can be of further help.
Yours sincerely

General enquiries and replies
When writing a general letter of enquiry, be sure to be specific in the
details required e. g. prices, delivery details, terms of payment. When
relying to an enquiry, be sure you have answered every query in the
letter of enquiry.
An enquiry for office equipment
(a) Enquiry
Dear Sir/Madam
We would be pleased to receive details of fax machines which you
supply, together with prices.
We need a model suitable for sending complex diagrams and printed
messages mostly within the UK.
Yours faithfully
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(b) Reply
Dear Mr. Rawson
In reply to your enquiry | have pleasure in enclosing a leaflet showing
our latest fax machines.
All our models illustrated can be supplied from stock at competitive
prices as shown on the price-list inside the catalogue.
May | suggest a visit to our showrooms where you could see
demonstrations of the various machines and at the same time view our
wide range of office equipment.
Yours sincerely
(c) Requests for demonstrations
Dear Mr. Jenkinson
| have studied with interest the literature you sent me with your letter of
28 April.
Our Administration Manager, Mr. Gordon Tan, would like to visit your
showrooms to see a demonstration and report on which machine
would be most suitable for our purposes. Can we arrange this for
next Friday 6 May at 3.30 pm? If this is inconvenient please contact
Mr. Tan direct.
Yours sincerely
An enquiry with numbered points
When you have many points on which information is required, it may
be useful; to number the various points.
(a) Enquiry
Dear Sir/Madam
During a recent visit to the ideal Home Exhibition | saw a sample
of your plastic tile flooring. | think this type of flooring would be suitable
for the ground floor of my house, but | have not been able to find
anyone who is familiar with such tiling.
Would you please give me the following information:
1. What special preparation would be necessary for the
underscoring?
2. In what colors and designs can the tiles be supplied?
3. Are the tiles likely to be affected by rising damp?
4. Would it be necessary to employ a specialist to lay the floor?
If so, can you recommend one in my area?
| shall appreciate your advice on these matters.
Yours faithfully
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(b) Reply

Dear Mr. Wilson

Thank you for your enquiry of 18 August regarding our plastic tile
flooring. A copy of our brochure is enclosed showing the designs and
range of colors in which the tiles are supplied.

Bottomline, 22 The Square, Rugby, is a very reliable firm who carry
out all our work in your area. | have asked the company to get in touch
with you to inspect you floors. Their consultant will be able to advise
you on what preparation is necessary and whether dampness is likely
to cause a problem.

Our plastic tile flooring is hard-wearing and if the tiles are professionally
laid, | am sure the work will give you lasting satisfaction.

Yours sincerely

First enquiries

When your enquiry is to supplier who you haven't dealt with previously,
mention how you obtained their name and give some details about your
own business.

A reply to a first enquiry should be given special attention in order
to create goodwill.

(a) Enquiry

Dear Sir/Madam

Dekkers of Sheffield inform us that you are manufacturers of polyester
cotton bed sheets and pillow cases.

We are dealers in textiles and believe there is a promising market in our
area for moderately priced goods of this kind.

Please let me have details of your various ranges including sizes,
colors and prices, together with samples of the different qualities
of material used.

Please state your terms of payment and discounts allowed
on purchases of quantities of not less than 500 of specific items. Prices
guoted should include delivery to our address shown above.

Your prompt answer would be appreciated.

Yours faithfully

(b) Reply

Dear Mr. Harrison

| was very pleased to receive your enquiry of 15 January and
enclose our illustrated catalogue and price-list giving the details
requested.
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A full range of samples has also been sent by separate post. When
you have an opportunity to examine them, | feel confident you will
agree that the goods are excellent in quality and very reasonably
priced.

On regular purchases of quantities of not less than 500 individual items,
we would allow a trade discount of 33 %. For payment within 10 days
from receipt of invoice, an extra discount of 5% of net price would
be allowed.

Polyester cotton products are rapidly becoming popular because
they are strong, warm and light. After studying our prices you will not
be surprised to learn that we are finding difficult to meet the demand.
However, if you place your order not later than the end of this month,
we guarantee delivery within 14 days of receipt.

I am sure you will also be interested to see information on our other
products which are shown in our catalogue. If further details are
required on any of these please contact me.

I look forward to hearing from you.

Yours sincerely

CLICHES
Opening
We are...(organization) in...(town/country) and we are interested in...
Our company is... and we specialize in...
We are distributors (importers, retailers, etc.) of...
As distributors we have a large network of...
There is a large market here for your products.
We would like to represent your products in the Ukrainian market.
We are interested in buying (importing, etc.)...
References
We read your advertisement in...
With regard to your advertisement in...of..., we would ask you...
We have heard of your products from...
We have seen your current catalogue showing...
We were given your name by...
You were recommended to us by...
We were advised by... that you were interested in supplying...
Our associates in the... industry speak highly of your ... and we would
like to have more information about them/it. Could you send us...
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Asking for catalogues, price-lists, prospectuses

Could you please send your current catalogue and price-list for...?
We are particularly interested in...

Would you let us have your summer brochure for...and supply details
of any low fares and tariffs for the month of...?

| would appreciate your sending me an up-to-day price-list for your...
Asking for details

| am replying to your advertisement in... | would like to know more
about...Which you offered at cost price.

Could you please give me more information about...which appears
in your...catalogue?

| would appreciate more details about...which you advertised in...
Asking for samples, patterns

When replying, could you please enclose a pattern card?

We would also appreciate it if you could send some samples of the
material so that we can examine the texture and quality.

Please send us samples of...

Suggesting terms, methods of payment, discounts

We usually deal on a...% trade discount basis with an additional
guantity discounts for orders over...units.

As a rule our suppliers allow us to settle by monthly statement and
we can offer the usual references if necessary.

Could you let us know if you allow cash or trade discounts?

We intend to place a substantial order, and would therefore like to know
what quantity discounts you allow.

Asking for goods on approval or on sale or return

We would only consider placing an order provided it was on the usual basis
of sale or return. If this is acceptable we will send you our official order.
Would it be possible for you to supply us with a range on an approval
basis to see if we can encourage a demand for...? ...months/weeks
would probably be enough to establish a market if there is one.

Closing

Thank you for your attention. We hope to hear from you in the near
future.

We would be grateful for an early reply.

Your prompt answer will be (would be) appreciated.

Finally, we would like to point out that delivery before...(date)
is essential and hope that you can offer us that guarantee.
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If the concessions we have asked for could be met, we would place
a substantial order.

Prompt delivery would be necessary as we have a fast turnover.
We would therefore need your assurance that you could meet all
delivery dates.

If the product is satisfactory, we will place further orders with you in the future.
If the prices quoted are competitive, and the quality up to standard,
we will order on regular basis.

Provided you can offer favourable quotations, and guarantee delivery
within... weeks from receipt of order, we will place regular orders with
you.

REPLIES TO ENQUIRIES
CLICHES

Opening
Thank you for your enquiry of...(date) in which you asked about...
I would like to thank you for your enquiry of...(date) and am pleased
to tell you that we would be able to supply you with the ...
We were pleased to hear from your letter of...(date) that you were
impressed with our selection of...
Confirming that you can help
We have a wide selection of..., and in particular ... which you specified.
Our factory would have no problem in turning out the ... units you
asked for in your enquiry.
We can supply from stock and will have no trouble in meeting your
delivery date.
| am pleased to say that we will be able to deliver ... you require.
We can offer door-to-door delivery services.
“Selling” your product
We think you have made an excellent choice in selecting this line, and
once you have seen the samples we are sure you will agree that this
is unigue both in texture and color.
Once you have seen the...(machine) in operation we know you will
be impressed by its trouble-free performance.
Referring the customer elsewhere
| regret to say that we no longer produce the type of... you refer to,
since we find there is no longer sufficient demand for it. | am sorry
we cannot be of help to you.
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The goods you mention is not produced by us, but by ... If you would
care to write to them, their address is ...

We no longer manufacture ... as ... However, if you are still set on ...,
we advise you to contact...(name of company, address).

I confirm you that the product you require is one of ours, but since
we are only able to deal with wholesalers, not retailers, may | refer you
to ...(name of company, address).

Catalogues, price-lists, prospectuses, samples

Please find enclosed our catalogue and price-list quoting c.i.f.
prices. The units you referred to in your letter are featured on pp. ...
under catalogue numbers ... When ordering could you please quote
these numbers? The samples you asked for will follow by separate
post.

We have enclosed our booklet on the ...(machine) and are sure you will
agree that it is one of the finest machines of its kind. The details about
it are on page ... under the heading...

Demonstrations, representatives, showroom visits

We have enclosed all the details about the ...(machine), but feel
that a demonstration will give you more of an idea of its capabilities.
We would therefore like to invite you to our centre in...(place)
where the equipment is set up so that you can see the machine
in action.

As the enclosed illustrated booklet cannot really show the efficiency
of the...(machine), can we send our representative to you with a model
of the machine, and he can give you a demonstration?

The enclosed catalogue will give you an idea of the type of...
we produce, but may we suggest that you visit our agent's showrooms
in...where you can see a wide range of units? The address is...
Closing

Once again we would like to thank you for writing to us and would
welcome any further points you would like us to answer.

Please write to us again if you have any questions, or call us at the
above telephone number.

| am sorry we do not have the model you asked for, but can promise
you that the alternative | have suggested will certainly meet your
expectations, and remember we offer a full guarantee for ... years.

We hope to hear from you again, soon, and can assure you that your
order will be dealt with promptly.
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Practical Assignments
1. You are J. du Pont, Managing Director of Fournier & Cie SA of Paris.
Write to the Western Shoe Co. Ltd., Yeovil, Somerset S19 3AF,
England, telling them where you have obtained their name and what
you know about them.
Indicate that there is a good market in France for their products, and
then ask them to send you their catalogue and anything else you think
you should have. Round off your letter with an encouraging sentence
before signing it. Remember to include the date and inside address,
and make sure you use the correct salutation and complimentary
close.
2. Use the following notes to compose a letter of enquiry for a firm
of importers:
To the Drake Cycle Company, Ellington, New Zealand: Your new sports
models seen at the Birmingham Trade Fair. Request details of all
models, catalogue, price-list, terms, delivery times. Requirements: 50
each, women’s and men’s. Discounts? Future supply position?
3. Fill in the missing words:

We have been given your name our associates
Howard & Co. Carlisle, who us that you have been
them with stationery a number of years.
There is a demand here Edinburgh the
qualities you , and we believe we could large orders
you if your are competitive.
you please send us your illustrated , together with
your list and details of your of business.
We look forward to you.

4. Complete this letter of enquiry. Decide whether to use a, the,
or no article at all in the blank spaces.

Thank you for your letter giving us (1) details of (2)__ products
we enquired about.

(3)___ main item we are interested in is (4)____ kitchen unit listed in
(5) catalogue under (6) __ heading CM214. As we are building
(7 large block of apartments, we think (8) _ unit like (9)___
one listed, might be (10)___ best installation for our purposes.

Please let us know what your terms of (11) trade are. Could
you also tell us if you are able to offer (12) trade and (13)

quantity discounts on (14) _ price for (15)___ large order? We would
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also be grateful for (16)___ samples of all materials used in (17)
manufacture of your units.

| am including (18) plan of our apartments, and (19)
dimensions we would need.

5. Match these words with their definitions

a) catalogue 1) details of conditions of sale

b) trade discount 2) price reduction to a company in the
same business

c) order 3) a small amount of a product offered
free to a potential customer

d) quantity discount 4) book giving details of items for sale

e) sample 5) request from a customer to supply
goods

f) terms of trade 6) price reduction for a large order

6. Rewrite the following questions in a less direct form, beginning
with the words given.

Examples

What are your terms of trade?

Please let us know what your terms of trade are.

Are you able to offer us trade and quantity discounts on large orders?
Could you also tell us if you are able to offer trade and quantity
discounts on large orders.

1. Could you send me a copy of your latest brochure?
| would be grateful
2. How much discount will you give on orders of 5.000 units?
Could you please tell us
3. When can we expect to receive the cheque?
| am writing to enquire
4. Would you like us to arrange an appointment with one of our
representatives?

Please let us know

5. Has Mr Crane returned from the Menswear Exhibition yet?

Do you happen to know
6. Does your company export to South Korea?
Could you tell us
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7. John Phillips is telling his secretary what to write when
she types out the day’s letters. Change his instructions into
an acceptable form for business correspondence.

Example

J.P. Ask them for a cash discount.

Sec Could you offer us a cash discount?
1. Ask for more information about prices.

2. We're out of stock at the moment. Ask them to try again in two
weeks.

3. Say that we want these items delivered in three months.

4. Ask them to send us a catalogue and price-list.

5. Find out what their terms of trade are.

6. Tell them to get in touch with us if they can’t deliver the goods before
Friday.

7. Say that we’'d like them to send someone here to give an
estimate.

8. Find out if we can get twenty units on approval

8. Complete the following letter of enquiry with the correct
prepositions.

Avda.

San Antonio 501

80260 Bellatena

Barcelona

Admissions Dept. 12 October 2024
The International College

145-8 Regents Road

Palmer

Brighton BN1 9OQN
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Dear Sir/Madam,

| am a Spanish student (1) the University (2)
Barcelona doing a Master’s Course (3) Business
Studies, and | intend to spend six months (4) England,
(5) January next year, preparing (6) the
Cambridge First Certificate.

Your college was recommended (7) me (8)

a fellow student and | would like details (9) the First

Certificate course, including fees and dates. Could you also let
me know if you can provide accommodation (10)
me (11) Brighton (12) an English family.

Thank you for your attention, and | look forward to hearing from you soon.
Yours faithfully

Maria Ortega

9. Read this reply to a letter of enquiry. Underline the words in the
letter which correspond to the words and phrases below.

selling through shops set up be sorry range
reply conditions up-to-date extremely

GLASTON POTTERIES Ltd

Clayfield. Burnley BB 10 IRQ
Tel: 0315 461.25 Telex: 880177 Fax: 0115 MIS2

Mr J. F. Moneau 2 July 2024
1150 Boulevard Calbert
F-54015 Nancy Cedex

Dear Mr Moneau,
Thank you for your enquiry of 28 June in which you expressed an interest

in retailing a selection of our products in your shops in France.
Please find enclosed our current brochure and price list.
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In response to your request for a 20 % trade discount, we regret that
we cannot offer more than 15 %. However, we do give a 5 % quantity
discount on orders over £10,000. We are sure that you will agree that
these terms are highly competitive.

We are confident that we can deliver within two months as you require,
but wish to emphasize that payment will have to be by sight draft until
we have established a business relationship.

Thank you for your interest and we hope to hear from you soon.
Yours sincerely

Merton Sales Manager
Enc.

Write the letter of enquiry which preceded the reply in Exercise 9.
You are J. F. Morreau, and you have just seen an advertisement
for Glaston Potteries Willow Pattern dinner sets in the May edition
of International Homes.

REPLY TO ENQUIRIES (OFFERS)
Practical Assignments
1. Fill in the missing words:

Thank you your 16 November, __ which you
enquire toys imported Hong Kong. We are
to hear that there is a

for goods this type Northern Ireland.
We are our price list and terms of , and our catalogue
has already been _ separate post.
As you will notice, our prices are extremely , and since we hold
large of all models all times, we can promise delivery

a week receipt orders.

We hope to from you soon, and forward
business you.

2. An enquiry has come to your company, a firm of watchmakers,
from a British retailer. Write a reply to send with your price-list. Quote
your terms, and add any information you consider might induce your
correspondent to place orders with you.
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3. Compose a letter for your firm, who are producers of tinned
food products, to an importer overseas. Offer your standard lines
and one new product.
4. Read the following reply to a letter of enquiry. Mr Fest refers
to specific questions asked by Mr Whang. Which of the items
below did he request information about?
1. how soon the goods can be delivered
details of prices
where the goods can be purchased
after-sales service
how the goods will be transported
terms of payment
which bank will handle the transaction
guarantees
9. quality discounts
10. cash discounts
11. details of the range of goods available

NGO~ LN

Dear Mr Whang,

Thank you for your enquiry of 16 August concerning our equipment,
which you saw at the International Farm Machinery Fair in Bonn.

In answer to the specific questions in your letter, first let me say
we are willing to consider substantial discount on orders over
€ 200,00.

All our machinery is guaranteed for three years against normal use, and
we have several agencies in your country with home-trained mechanics
to service all our products.

With regard to the terms of payment, which you mentioned, we would
consider payment by 30-day bill of exchange, documents against
acceptance, provided you could offer two referees.

We can fulfill orders within three months, unless there are special
specifications, which may take a little longer, and you can buy
equipment from us, or through our agents in your country.

We are enclosing our current catalogue and price-list quoting c. if.
Bangkok prices, which you requested, and we think you will find the
earth-moving equipment on pp. 101-115 particularly interesting for the
work you have in mind. If you require any further information, please
contact us and we will be pleased to supply it.
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Yours sincerely,

Gustav Fest
Sales Director

ORDERS

Placing orders
Printed order forms

Most companies have official printed order forms. The advantages are:
a) such forms are pre-numbered and therefore reference is easy;

b) printed headings ensure that no information will be omitted,;

Printed on the back of some forms are general conditions under
which orders are placed. Reference to these conditions must
be made on the front; otherwise the supplier is not legally bound

by them.

Order no 237

Nylon Fabrics Ltd
18 Brazenose Street
MANCHESTER

M60 8As

Please supply:

J B SIMPSON & CO LTD

18 Deansgate, Sheffield S11 2BR
Telephone 0114234236

Fax: 0114234365

Date 7 July 2024

Quantity Item(s) Cﬁltﬂ]ot?;e Price

25 Bed Sheets (106 cm) blue 75 €5.50 each

25 Bed Sheets (120 cm) primrose | 82 €5.00 each

50 Pillow Cases blue 117 €2.90 each

50 Pillow Cases primrose 121 €2.90 each
(signed)

for J B Simpson & Co Ltd
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Letter orders
Smaller companies may not have printed forms but instead place
orders in the form of a letter. When sending an order by letter, accuracy
and clarity must be ensured by including:

a) an accurate and full description of goods required

b) catalogue numbers

C) quantities

d) prices

e) delivery requirements (place, date, mode of transport, whether

the order will be carriage paid or carriage forward etc.) and

f) terms of payment agreed in preliminary negotiations
Legal position of the parties
According to English law the buyer’s order is only an offer to buy. The
arrangement is not legally binding until the supplier has accepted
the offer. After that both parties are legally bound to honour their
agreement.
(a) The buyer’s obligations
When a binding agreement comes into force, the buyer is required
by law to:
» Accept the goods supplied as long as they comply with the terms
of the order
» Pay for the goods at the time of delivery or within the period specified
by the supplier
e Check the goods as soon as possible (failure to give prompt notice
of faults to the supplier will be taken as acceptance of the goods)
(b) The supplier’s obligations
The supplier is required by law to:
 Deliver the goods exactly as ordered at the agreed time
» Guarantee the goods to be free from faults of which the buyer could
not be aware at the time of purchase
If faulty goods are delivered, the buyer can demand either a reduction
in price, a replacement of the goods or cancellation of the order.
Damages may possibly be clamed.
Routine orders
Routine orders may be short and formal but they must include essential
details describing the goods, as well as delivery and terms of payment.
Where two or more items are included on an order, they should
be listed separately for ease of reference.
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Confirmation of telephone order
Dear
We confirm the order which was placed with you by telephone this
morning for the following:
3 “Excelda Studio” electronic typewriters-each with 12 pitch daisy wheel
Price: €595 each, less 40 % trade discount

carriage forward
These machines are urgently required. We understand that you are
arranging for immediate delivery from stock.
Yours sincerely
Tabulated order
Dear Sirs
Please accept our order for the following books on our usual discount
terms of 25 % off published prices:

NUMBER OF COPIES TITLE AUTHOR PUBLISHED
PRICE
50 Communication Sh.Taylor 8.99
for Business
40 The Secretary  Sh.Taylor 7.99
in Training

We look forward to prompt delivery.

Yours faithfully

Order based on quotation

Dear

Thank you for your quotation of 4 June. Please supply:

100 reams of A2 quality Printing Paper, white, at €2.16 per kg, including
delivery.

Delivery is required not later than the end of this month.

Yours sincerely

Covering letter with order form

When a covering letter is sent with an order form, all essential details will
be shown on the form and any additional explanations in the covering letter.
Dear

Thank you for your quotation of 5 July. Our order number 237 for 4
of the items is enclosed.

All these items are urgently required by our customer so we hope you
will send them immediately.

Yours sincerely
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Acknowledging orders

An order should be acknowledged immediately if it cannot be fulfilled
straight away. For small routine orders a printed acknowledgement
or a postcard may be enough, but a short letter stating when delivery
may be expected also helps to create good will. If the goods cannot
be supplied at all, you should write explaining why and offer suitable
substitutes if they are available.

Formal acknowledgement of routine order (by fax)

Thank you for your order number 237 for bed coverings.

As all items were in stock, they will be delivered to you tomorrow by our
own transport.

We hope you will find these goods satisfactory and that we may have
the pleasure of further orders from you.

Acknowledgment of a first order

First orders, i.e. orders from new customers, should most certainly
be acknowledged by letter.

Dear

We were very pleased to receive your order of 18 June for cotton prints,
and welcome you as one of our customers.

We confirm supply of the prints at the prices stated in your letter.
Delivery should be made by our own vehicles early next week. We feel
confident that you will be completely satisfied with these goods and that
you will find them of exceptional value for money.

As you may not be aware of the wide range of goods we have
available, we are enclosing a copy of our catalogue.

We hope that our handling of your first order with us will lead to further
business between us and mark the beginning of a happy working
relationship.

Yours sincerely

Acknowledgement of order pointing out delayed delivery

When goods ordered cannot be delivered immediately, a letter should
apologize for the delay and give an explanation. A delivery date should
also be given, if possible, and express the hope that the customer is not
inconvenienced unduly.

(a) Reason for delay: breakdown in production

Dear

Thank you for your order of 15 March for electric shavers. We regret
that we cannot supply them immediately owing to a fire in our factory.
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Every effort is being made to resume production and we fully expect
to be able to deliver the shavers by the end of this month.

We apologize for the delay and trust it will not cause you serious
inconvenience.

Yours sincerely

(b) Reason for delay: stocks not available

Dear

We were pleased to receive your order of 20 January.

Unfortunately we regret that we are at present out of stock of the model
you ordered. This is due to the prolonged cold weather which has
increased demand considerably. The manufacturers have, however,
promised us a further supply by the end of this month and if you could
wait until then we would fulfill your order promptly.

We are sorry not to be able to meet your present order immediately, but
hope to hear from you soon that delivery at the beginning of next month
will not inconvenience you unduly.

Yours sincerely

(c) Reason for delay: a transport strike

Dear

YOUR ORDER NUMBER 531

Much to our regret a strike of transport workers in Liverpool is causing
some delay in the dispatch of a number of our consignments. The
goods in your order dated 25 June are among those held up.

To ensure the goods reached you on time we sent them by rail
to Liverpool 3 days ahead of schedule. However, we now
learn that they are still at the station awaiting transport to the
docks.

We are making private arrangements to greet them to the docks in time
for shipment by SS Arabian Prince, which is due to sail for Alexandria
on 2 August.

Please accept our apologies for this delay. We hope you will
understand that it is due entirely to circumstances outside our control.
Yours sincerely

Declining orders

There may be times when a supplier will not accept a buyer’s order:

» He is not satisfied with the buyer’s terms and conditions

* The buyer’s credit is suspect

* The goods are not available
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Utmost care should be taken when writing to reject an order so that
goodwill and future business are not affected.

Supplier refuses price reduction

When a supplier cannot grant a request for a lower price.

Dear

We have carefully considered your counter-proposal of 15 August
to our offer of woolen underwear, but regret that we cannot accept it.
The prices quoted in our letter of 13 August leave us with only
the smallest of margins. They are in fact lower than those of our
competitors for goods of similar quality.

The wool used in the manufacture of our THEMARLINE range undergoes
a special patented process which prevents shrinkage and increase
durability. The fact that we are the largest suppliers of woolen underwear
in this country is in itself evidence of the good value of our products.

We hope you will give further thought to this matter, but if you then still
feel you cannot accept our offer we hope it will not prevent you from
contacting us on some future occasion.

We will always be happy to consider carefully any proposals likely
to lead to business between us.

Yours sincerely

Supplier rejects buyer’s delivery terms

When delivery terms cannot be met, the supplier should show
a genuine desire to help customers in difficulty.

Dear

We were pleased to receive your order of 3 November for 24 Atlantis
television sets. However, since you state the firm condition of delivery before
Christmas, we deeply regret that we cannot supply you on this occasion.
The manufacturers of these goods are finding it impossible to meet
current demand for this popular television set. We placed an order for
100 sets one month ago but were informed that all orders were being
met in strict rotation. Our own order will not be met before the end
of January.

| understand from our telephone conversation this morning that your
customers are unwilling to consider other models. In the circumstances
| hope you will be able to meet your requirements from some other
source. May | suggest that you try Television Services Ltd of Leicester?
They usually carry large stocks and may be able to help you.

Yours sincerely
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Supplier refuses to extend credit
If a previous account remains unpaid, the utmost tact is necessary
when rejecting an order. Nothing is more likely to offend a customer
than the suggestion that they may not be trustworthy. In this letter, the
writer tactfully avoids suggestion of mistrust and instead gives internal
difficulties as the reason for refusing further credit.
Dear
We were pleased to receive your order of 15 April for a further supply
of CD players.
However, owing to current difficult conditions we have had to try and
ensure that our many customers keep their accounts within reasonable
limits. Only in this way we can meet our own commitments.
At present the balance of your account stands at over €1800.
We hope you will be able to reduce it before we grant credit for further
supplies.
In the circumstances we should be grateful if you would send us your
cheque for, say, half the amount owed. We could then arrange
to supply the goods now requested and charge them to your account.
Yours sincerely
Counter-offers from suppliers
When a supplier receives an order which cannot be met for some
reason, any of the following options are available:
1. Send a substitute. Careful judgment will be required, however,
since there is the risk that the customer may be annoyed to receive
something different from what was ordered. It is advisable to send
a substitute only if a customer is well-known or if there is a clear need
for urgency. Such substitutes should be sent 'on approval’, with the
supplier accepting responsibility for carriage charges both ways.
2. Make a counter-offer.
3. Decline the order.
Supplier sends a substitute article
Dear
We were pleased to receive your letter of 10 April together with your
order for a number of items included in our quotation reference RS985.
All the items ordered are in stock except for the 25 cushion covers
in strawberry pink. Stocks of these have been sold out since our
quotation, and the manufacturers inform us that it will be another
4 weeks before they can send replacements.
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As you state that delivery of all items is a matter of urgency, we have
substituted cushion covers in a fuchsia pink, identical in design and
quality with those ordered. They are attractive and rich-looking,
and very popular with our customers. We hope you will find them
satisfactory. If not, please return them at our expense. We shall be glad
either to exchange them or to arrange credit.

All items will be on our delivery schedule tomorrow. We hope you will
be pleased with them.

Yours sincerely

Supplier makes a counter-offer

In making a counter-offer the supplier must exercise a great deal of skill
to bring about a sale. The buyer is, after all, being offered something
that has not been asked for. Therefore it is important that the suggested
substitute is at least as good as the one ordered.

Dear

Thank you for your letter of 12 May ordering 800 metres of 100 cm wide
watered silk.

We regret to say that we can no longer supply this silk. Fashions
constantly change and in recent years the demand for watered silks
has fallen to such an extent that we no longer produce them.

In their place we can offer our new GOSSAMER brand of rayon. This
is a finely woven, hard-wearing, non-creasable material with a most
attractive luster. The large number of repeat orders we regularly receive
from leading distributors and dress manufacturers is clear evidence of the
widespread popularity of this brand. At the low price of only €3.20 per metre,
this rayon is much cheaper than silk and its appearance is just as attractive.
We also manufacture other cloths in which you may be interested and
are sending a complete range of patterns by separate post. All these
cloths are sold very well in many countries and can be supplied from
stock. If you decide to place an order we can meet it within one week.
Please contact me if you have any queries.

Yours sincerely

Packing and dispatch

When goods are dispatched, the buyer should be notified either
by an advice note or by letter stating what has been sent, when it was
sent, and the means of transport used. The customer then knows that
the goods are on the way and can make the necessary arrangements
to receive them.
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Request for forwarding instructions

Dear

We are pleased to confirm that the 12 Olivetti KX R193 word
processors which you ordered on 15 October are now ready for
dispatch.

When placing your order you stressed the importance of prompt
delivery, and | am glad to say that by making a special effort we have
been able to improve by a few days on the delivery date agreed.

We await your shipping instructions, and immediately we hear from you
we will send you our advice of dispatch.

Yours sincerely

Advice of goods ready for dispatch

Dear

We are pleased to confirm that all the books which you ordered on
3 April are packed and ready for dispatch.

The consignment awaits collection at our warehouse and consists
of two cases, each weighing about 100 kg.

Arrangements for shipment, c.i.f. Singapore, have already been made
with Watson & Co Ltd, our forwarding agents. As soon as we receive
their statement of charges, we will arrange for shipping documents
to be sent to you through Barclays Bank against our draft for
acceptance, as agreed.

We look forward to further business with you.

Yours sincerely

Notification of goods dispatched

Dear

ORDER NUMBERS 524

The mohair rugs you ordered on 5 January have been packed in four
special waterproof-lined cases. They will be collected tomorrow
by British Rail for consignment by passenger train and should reach
you by Friday.

We feel sure you will find the consignment supports our claim to sell the
best rugs of their kind and hope we may look forward to further orders
from you.

Yours sincerely

Report of damage in transit

It is the legal duty of the buyer to collect any purchases from the
supplier. Unless the terms of the sale include delivery, the railway
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or other carrier is considered the agent of the buyer. The buyer is,
therefore, responsible for any loss, damage or delay which may affect
the goods after the carrier has taken over.

Dear

ORDER NUMBER S 524

We regret to inform you that of the four cases of mohair rugs which
were dispatched on 28 January, one was delivered damaged.
The waterproof lining was badly torn and it will be necessary
to send seven of the rugs for cleaning before we can offer them
for sale.

Will you therefore please arrange to send replacements immediately
and charge them to our account.

We realize that the responsibility for damage is ours and have already
taken up the matter of compensation with the railway authorities.

Yours sincerely

Report of non-delivery of goods

When goods do not arrive as promised, avoid the tendency to blame
the supplier as it may not be their fault. Your letter should be restricted
to a statement of the facts and a request for information.

Dear

ORDER NUMBER S 524

You wrote to us on 28 January informing us that the mohair rugs
supplied to the above order were being dispatched.

We expected these goods a week ago and on the faith of your
notification of dispatch promised immediate delivery to a number of our
customers. As the goods have not yet reached us, we naturally feel our
customers have been let down.

Delivery of the rugs is now a matter of urgency. Please find out from
British Rail what has happened to the consignment and let us know
when we may expect delivery.

We are of course making our enquiries at this end.

Yours sincerely

Complaint to carrier concerning non-delivery

Upon receiving the report of non-delivery the supplier should at once
take up the matter with the carriers, by telephone, letter or fax. If a fax
is sent it must contain no suggestion of the annoyance that is naturally
felt, but should be confined to the facts and ask for an immediate
enquiry into the circumstances.
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Dear

We regret to report that a consignment of mohair rugs addressed
to W Hart & Co, 25-27 Gordon Avenue, Warrington, has not yet reached
them.

These cases were collected by your carrier on 28 January for
consignment by passenger train and should have been delivered by
1 February. We hold your carrier’s receipt number 3542.

As our customer is urgently in need of these goods, we must ask you
to make enquiries and let us know the cause of the delay and when
delivery will be made.

Please treat this matter as one of extreme urgency.

Yours sincerely

CLICHES
Opening
In reply (response) to your letter (fax) of (dated)..., we thank you for...
Please find enclosed our Order No...for...
The enclosed order (No...) is for...
We are pleased to enclose our Order No...for...
We accept your offer and have pleasure in placing an order with you for...
Thank you for your reply of... (date) regarding... we wrote to you about.
Enclosed you will find our official order...for...
Your letter of... (date) convinced me to place an order for... you spoke
about. Therefore, please find enclosed...
Payment
As agreed you will draw on us at... days, documents against
acceptance, with the documents being sent to our bank at...
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.
Once we have received your advice, we will send a banker’'s
draft to...
Discounts
We would like to thank you for the ...% trade discount and ...% quantity
discounts you allowed us.
Finally, we would like to say that the ...% trade discount is quite
satisfactory.
We will certainly take advantage of the cash discounts you offered for
prompt settlement.
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Although the rather low discount of ...% disappointed us, we will place
an order and hope that this allowance can be reviewed at some time
in the near future.

Delivery

It is essential that the goods are delivered before...

Delivery before ...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...

Methods of delivery

Please remember that only air freight will ensure prompt delivery.
Please send the goods by... 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 necessary
delays?

Closing

Please send the copy of this order to wus, duly signed,
as an acknowledgement.

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

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

If the goods sell as well as we hope, we shall send further orders in the
near future.

I look forward to receiving your advice / acknowledgement / confirmation.
Acknowledging an order

Thank you for your order No... which we received today. We are now
dealing with it and you may expect delivery within the next ... weeks.
We are pleased to say that your order No ... is now being processed
and should be ready for despatch by next week.

We are pleased to say that we have already made up your order No...
for ..., and are now making arrangements for shipment to...

As requested we enclose the copy of your order, duly signed,
as an acknowledgement.

We confirm that delivery will be made by... (date).

Delivery will be made in conformity (accordance) with your instructions.
We hope that you will have a good turnover, and that we will be dealing
with your company in the future.
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Refusing an order

1. Out of stock

We are sorry (we regret) to let you know (to inform you) that we cannot
execute your order because of...

The goods you ordered are no longer available. We can offer you
a substitute.

We are sorry to say that we are completely out of stock of this item and
it will be at least... weeks before we get our next delivery, but please
contact us then.

We no longer manufacture this product as demand over the past few
years has declined.

Thank you for your order for... Unfortunately, we have run out of the ...
you asked for. As you have particularly requested only this..., we will not
offer a substitute, but hope we will get delivery of a new consignment
within... (period of time). We hope you will contact us then.

2. Bad reputation

| am sorry to say that we must turn down your order as we have full
order books at present and cannot give a definite date for delivery.

As there is heavy demand, we have very few of these products in stock,
and are serving on a rota basis. It seems unlikely that we could deliver
within the next... (period of time).

We would not be able to process your order for the date you have
given, as... (reason). Therefore, regretfully we have to decline it.

3. Unfavourable terms

Delivery could not possibly be promised within the time given in your letter.
It would be uneconomical for us to offer our products at the discounts
you suggest as we work on a fast turnover and low profit margins.

The usual trade discount is ...% in this country, which is ...% lower than
the figure mentioned in your letter.

The discount you asked for is far more than we offer any of our
customers.

We only accept payment by letter of credit.

Our company relies on quick sales, low profits, and a fast turnover, and
therefore we cannot offer long-term credit facilities.

4. Size of order

We are a small firm and couldn’t possibly handle an order for ...
(quantity) units.

Our factory does not have facilities to turn out ... (quantity) units in a week.
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We only supply orders for ... by gross, but suggest you try a wholesaler
rather than manufacturer.

Practical Assignments
1. Use the words below to complete this extract from a covering
letter that has been sent with an order.

depot wrapped consignment crates

settle hand over transaction packed

delivery alternative
Would you please make sure that the (1).................. of fabrics
IS (2)iiiiiann.n. 7)) PO carefully in tissue paper, and
() PUTTTITT securely in (4).....ccooevevinnnnn and sent to our main goods
() PP at the above address in Milan.
If the items Ilisted are not available, please do not send
(O T materials or colours. If there are any problems with
0 PP , could you let us know immediately.
We will (8).......c.covvnnni. your draft for € 25,000, at our bank as soon
asthey (9).................. the shipping documents.
If this (10)......ccovvvvnininanns is successful, we will place larger orders

in the future.

2. Match up the phrases in A with the phrases in B to make
complete sentences, and put the verbs into the first conditional.
Example

If there (be) any delay... we (inform) you at once.

If there is any delay, we will inform you at once.

A

Unless the consignment (arrive) by the end of next week

We (be able) to give you a discount

Unless the items (be/wrap) with extreme care

If the colours we specified (be) not in stock

We (send) the consignment by road

If this transaction (be) successful

OO0, WN P

if you (order) more than 20,000 units
we (place) further orders with you
we (accept) an alternative

we (have to) cancel the order

many of them (get) broken

f if the railways (be) still on strike

Q

D QO O T
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3. Complete each unfinished sentence in the exercise below,
so that it means the same as the one before it.
1 If we don’t hear from you, we’ll assume there are no problems.
UNIESS WE ..ttt ettt e et e e
2 We can't give you a fifteen per cent discount because your order
isn't large enough.
IF YOUE OFARE e
3 On receipt of your order, we’ll dispatch the goods immediately.
AS SOON GBS WE ...t e ettt e e e e e e e e e e e e e e e e nnnnnn
4 We can only process your order if we receive the necessary
documents within fourteen days.
Provided that We...........uuiiiiiiee e
5 The colour you require may be out of stock. Would you accept
an alternative?

6 We cannot accept your order without a letter of credit.

UNIESS YOU. ittt
4. The following verbs can all be used with the noun order.
Choose the best verb to complete the sentences, using each one
only once, in the correct form.

confirm  refuse deliver ship
place make up  cancel dispatch

1 We should like to ............ an order with you for 5,000 units.

2 As we are unable to supply the quantity you requested, it would

be quite understandable for you to ................ your order.

3 We are confident that we will be able to ............. the order to you

next week.

4 You will be pleased to know that your order K451 has already

been .......... from our depot.

5 Please ........... your order in writing, so we can inform our

distribution depot.

6 Your order was.......... yesterday on the SS Oxford.

7 Unfortunately, we’'ll have to............ your order unless payment

is settled in cash.

8 | would like to reassure you that your order will be........... in our

depot by staff who have experience in handling these delicate

materials.
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5. Read this extract from a letter apologizing for a delayed
delivery, and choose the best words from the options in brackets.
Further to our telephone conversation, | am writing to you (affecting,
concerning, changing) your order, No. SX1940, which was (sold, made,
placed) with us on 10 January.

Once again, | must (regret, apologize, speak) to you for our delay
in processing the order. This was due to a (shortage, fault, problem)
of office staff. However, since | spoke to you last week, we have
(dismissed, promoted, taken on) four new employees at our depot,
and | am pleased to be able to tell you that your order is now ready for
dispatch. It will (arrive, delivery, reach) you in approximately fourteen
days’ time.

As always, special (care, attention, caution) has been taken to ensure
that your (load, crates, consignment) of goods has been packed
(meeting, according, serving) to your requirements. Each item will
be individually wrapped to (prevent, cause, stop) damage.

6. Read the following memo from a buying manager to a secretary.
MEMORANDUM

To: Sabine Muss

From: D. Faust (Buying Manager)

Date: 5 May 202-

Please place an order with D. Causio of Satex for the items I've
indicated on the catalogue attached. Remind him in the accompanying
letter that the terms we agreed on were payment by banker’s draft, and
delivery within six weeks.

Thank you.

Now look at the sales catalogue Mr Faust mentioned in his memo.

SATEX S.p.A.
Spring catalogue

Item Catalogue No. Price (€ per item)
Shirts
Plain white S298 30 50

blue S288 30 50
Striped white/blue S301 35

white/grey S302 35

white/green S303 35
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Pullovers (V-neck)

Plain red P112 40 20
blue P155 40 20
black P196 40

Patterned blue P305 52
black P306 52

Now, use the information from the memo and the catalogue
to complete the order form.

SATEX S.p.A

Via di Pietra Papa 00146 Roma

ORDER FORM
Date: 5 May 202-
Name of company: Reiner GmbH
Order No. W6164
Telephone: 05 41/7/982521
Fax: 0541/38221
Telex: 2918176
Address for delivery: Wessumerstrasse 215-18, D-4500 Osnabriick
Authorized: (D. Faust)

Quantity Item description Cat No. Price c.i.f. Total
Amount due:

Terms of payment:

Requested delivery date:

7. Write a covering letter with this order from Sabine Muss
on behalf of D.Faust.

» Thank Satex for their letter of 1 May, catalogue, and price-list.

 Tell them you have enclosed the above order, and that you expect
delivery within six weeks. You will pay by banker’s draft when you
receive the shipping documents.

e Explain that if items are not available they should not send
substitutes.

 Tell them that if there are any problems with delivery, they must let
you know at once.

* Close by saying you look forward to receiving acknowledgement
of your order.
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LETTERS REQUESTING PAYMENT

When a customer fails to pay promptly it is always annoying
to the supplier, but no suggestion of annoyance must be allowed
to creep into the correspondence. It may be better not to write at all
and instead call on the customer if possible, or telephone tactfully
to persuade at least pan payment to be made on account. In difficult
cases it may even be good policy to accept a part payment rather
than resort to legal action which would be both expensive and
time-consuming.

There may be several good reasons why a customer fails to pay
on time, some of them deserving sympathy. There is, however, always
the customer who is only too ready to invent excuses and who needs
to be watched. Each case must be treated on its merits.

The style and tone of any letters should depend on such factors
as the age of the debt, whether later payment is habitual and how
important the customer is. However, no letter must ever be less than
polite and even the final letter threatening legal action must be written
'with regret’.

Late Payments

When there is a need to write explaining difficulties in paying
an account by the due date and to ask to defer payment, the following
plan is useful:

1. Refer to the account which cannot be paid immediately.

2. Regret inability to pay and give reasons.

3. Suggest an extension of period for payment.

4. Hope that the suggestion will be accepted.

Customer explains late payment

Dear

Further to your letter of 4 July | enclose a cheque for £1182.57 in full
settlement of your invoice number W 563, with my apologies for late
payment.

This is due to my absence from the office through illness and my failure
to leave instructions for your account to be paid. | did not discover the
oversight until | returned to the office yesterday.

| would not like you to think that failure to settle your account on time
was in any way intentional. My apologies once again for this delay.
Yours sincerely
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Customer explains inability to pay
This letter is from a regular and reliable customer. It makes a reasonable
request and a supplier refusing it would run the risk of driving away that
customer. If the supplier refuses, the customer might pay the outstanding
amount, but could then start buying from a competitor. In the process the
supplier could lose many valuable future orders.
Dear Sirs
Your invoice number 527 dated 20 July for £1516 is due for payment
at the end of this month.
Most unfortunately a fire broke out in our Dispatch Department last
week and destroyed a large part of a valuable consignment due
for delivery to a cash customer. Our claim is now with the insurance
company but it is unlikely to be met for another 3 or 4 weeks. Until then
we are faced with a difficult financial problem.
| am therefore writing for permission to defer payment of your invoice
until the end of September.
As you are aware my accounts with you have always been settled
promptly, and it is with regret that | am now forced to make this request.
I hope that you will find it possible to grant it.
Yours faithfully
COLLECTION LETTERS

The preliminary steps in debt collection are as follows:

1. A first end-of-month statement of account.

2. A second end-of-month statement of account with added

comment.

3. Afirst letter worded formally.

4. Second and third letters.

5. A final letter notifying that legal action will be taken unless

the amount is paid within a stipulated period of time
A customer whose account is only slightly overdue would understandably
be offended to receive a personal letter concerning this. This is why the
first 2 reminders usually take the form of end-of-the-month statements
of account. Even where the second of these statements is marked with
such comments as 'Second application’, ’Account overdue — please pay’ or
'Immediate attention is requested’, this is unlikely to give offence.
First Applications for Payment
It is not wise to write a letter until a customer has been given the
opportunity to pay on these impersonal statements. Letters requesting
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payment of overdue accounts are termed ’collection letters'.
They aim to:

(a) persuade the customer to settle the account;

(b) retain custom and goodwill.

It would be easy to give offence so any letter must be written with
tact and restraint. It may also be the case that the supplier is at fault,
as in the case where a payment received has not been recorded,
or goods sent or service given is not satisfactory.

A printed collection letter

A first collection letter may be printed as a 'form letter’ as in this
example where the individual details are keyed in appropriately.
Alternatively the details may be stored on a word processor so that the
letter may be personalized.

Dear Sir / Madam

ACCOUNT NUMBER ...

According to our records the above account dated ... has not been
settled.

The enclosed statement shows the amount owing to be £...

We hope to receive an early settlement of this account.

Yours faithfully

Personalized collection letters

There may be circumstances when an individual letter rather than
a form letter is more appropriate. It should then be addressed
to a named senior official and marked 'Confidential’.

(a) To a regular payee

Dear

ACCOUNT NUMBER 6251

As you are usually very prompt in settling your accounts, we wonder
whether there is any special reason why we have not received payment
of this account which is already a month overdue.

In case you may not have received the statement of account sent
on 31 May showing a balance owing of €105.67, a copy is enclosed.
We hope this will receive your early attention.

Yours sincerely

(b) To a new customer

Dear Sir/Madam

ACCOUNT NUMBER 5768
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We regret having to remind you that we have not received payment
of the balance of €105.67 due on our statement for December. This
was sent to you on 2 January and a copy is enclosed.

We must remind you that unusually low prices were quoted to you
on the understanding of an early settlement.

It may well be that non-payment is due to an oversight, and so we ask
you to be good enough to send us your cheque within the next few
days.

Yours faithfully

(c) To a customer who has sent a part-payment

Dear

Thank you for your letter of 8 March enclosing a cheque for €500
in part-payment of the balance due on our February statement.

Your payment leaves an unpaid balance of €825.62. As our policy
is to work on small profit margins, we regret that we cannot grant long
term credit facilities.

We are sure that you will not think it is unreasonable for us to ask for
immediate payment of this balance.

Yours sincerely

Reminder to customer who has already paid

The need for a cautious approach is always necessary since the
customer may not be at fault, as where the payment has gone astray,
or where the supplier has received it but failed to record it

Request for payment

Dear Sir/Madam

ACCOUNT NUMBER SS42

According to our records our account for cutlery supplied to you on 21
October has not been paid.

We enclose a detailed statement showing the amount owing to be
€310.62 and hope you will make an early settlement

Yours faithfully

Customer’s reply

Dear

YOUR ACCOUNT NUMBER S542

| was surprised to receive your letter of 8 December stating that you
had not received payment of the above account.

In fact our cheque (number 065821, drawn on Barclays Bank,
Blackpool) for €310.62 was posted to you on 3 November. As this
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cheque appears to have gone astray, | have instructed the bank not
to pay on it. A replacement cheque for the same amount is enclosed.
Yours sincerely

The Second Application Letter

If a reply to the first application is not received a second application
should be sent after about 10 days. This should be firmer in tone but still
polite. Nothing must be said to cause annoyance or ill will. Co-operation
is required and this will not be achieved by annoying the customer.

Such letters should be addressed to a senior official under 'Confidential’
cover and planned as follows:

1. refer to previous application

2. assume that something unusual accounts for the delay in payment
3. suggest tactfully that an explanation would be welcome

4. ask for payment 10 be sent

Second letter, following (a)

Dear Sir/Madam

ACCOUNT NUMBER 6251

As we have not received a reply to our letter of 5 July requesting
settlement of the above account, we are writing again to remind you
that the amount still owing is €105.67.

No doubt there is some special reason for the delay in payment, and
we should welcome an explanation together with your remittance.

Yours faithfully

Second letter, following (b)

Dear Sir/Madam

On 18 February we wrote to remind you that our December .statement
sent on 2 January showed a balance of €105.67 outstanding and due
for payment by 31 January.

Settlement of this account is now more than a month overdue. Therefore
we must ask you either to send us your remittance within the next few
days or at least to offer an explanation of the delay in payment.

Your prompt reply will be appreciated.

Yours faithfully

Second letter, following (c)

Dear Sir/Madam

We have not heard from you since we wrote on 10 March about the
unpaid balance of €825.62 on your account. In view of your past good
record we have-not previously pressed for a settlement.
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To regular customers such as yourself our terms of payment are 3 %
one_month and we hope you will not withhold payment any longer;
otherwise it will be necessary for us to revise these terms.
In the circumstances we look forward to receiving your cheque for the
outstanding amount within the next few days.
Yours faithfully
The Third Application Letters
If payment is still not made and if no explanation has been received,
a third letter becomes necessary. Such a letter should show that
steps will be taken to enforce payment if necessary, such steps
depending on individual circumstances. Third letters should follow
this plan:

1. Review earlier efforts to collect payment.

2. Give a final opportunity to pay by stating a reasonable deadline

date.

3. State that you wish to be fair and reasonable.

4. State action to be taken if this third request is ignored.

5. Regret the necessity for the letter.
Third letter, following (a)
Dear Sir/Madam
ACCOUNT NUMBER 6251
We do not appear to have received replies to our two previous requests
of 5 and 16 July for payment of the sum of €105.67 still owing on this
account.
It is with the utmost regret that we have reached the stage when
we must press for immediate payment. We have no wish to be
unreasonable, but failing payment by 7 August you will leave us no
choice but to place the matter in other hands.
We sincerely hope this will not become necessary.
Yours faithfully
Third letter, following (b)
Dear Sir/Madam
It is very difficult to understand why we have not heard from you in reply
to our two letters of 18 February and 2 March about the sum of €105.67
due on our December statement. We had hoped that you would at least
explain why the account continues to remain unpaid.
I am sure you will agree that we have shown every consideration in the
circumstances. Failing any reply to our earlier requests for payment,
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| am afraid we shall have no choke but to take other steps to recover
the amount due.

We are most anxious to avoid doing anything through which your
credit and reputation might surfer. Therefore even at this late stage
we are prepared to give you a further opportunity to put matters
right.

In the circumstances, we propose to give you until the end of this month
to clear your account.

Yours faithfully

Third letter, following (c)

Dear Sir/Madam

We are surprised and disappointed not to have heard from you
in response to our two letters of 10 and 23 March reminding you of the
balance of €825.62 still owing on our February statement.

This failure either to clear your account or even to offer an explanation
is all the more disappointing because of our past satisfactory dealings
over many years.

In the circumstances we must say that unless we hear from you within
10 days we shall have to consider seriously the further steps we should
take to obtain payment.

Yours faithfully

Final Collection Letters

If all three applications are ignored, it is reasonable to assume that
the customer either cannot, or will not, settle the account. A brief
notification of the action that is to be taken must then be sent as a final
warning.

Final letter, following (a)

Dear Sir / Madam

We are surprised and very much regret that we have received no reply
to the further letter we sent to you on 28 July regarding the long
overdue payment of €105.67 on your account.

Our relations in the past have always been good. Even so we cannot
allow the amount to remain unpaid indefinitely. Unless the amount due
is paid or a satisfactory explanation received by the end of this month,
we shall be reluctantly compelled to put this matter in the hands of our
solicitors.

Yours faithfully
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Final letter, following (b)
Dear Sir/Madam
We are disappointed not to have received any response from you
in answer to our letter of 16 March concerning non-payment of the
balance of €105.67 outstanding on our December statement.
As our business relations in the past have always been pleasant and
friendly, we are now making a final request for payment in the hope that
it will not be necessary to hand the matter over to an agent for collection.
We have decided to defer this step for 7 days to give you the
opportunity either to pay or at least to send us an explanation.
Yours faithfully
Final letter, following (c)
Dear Sir/Madam
We are quite unable to understand why we have received no reply
to our letter of 7 April, our third attempt to secure payment of the
balance of €826.62 still owing on your account with us.
We feel that we have shown reasonable patience and treated you with
every consideration. However we must now regretfully take steps to recover
payment at law, and the matter will be placed in the hands of our solicitors.
Yours faithfully

CHECKLIST
Use a tone which is firm but understanding
Mention when the payment was originally due
State the amount owed
State the penalties if any
Mention the grace period
Give a new deadline
Indicate the consequences

NooakrwdE

CLICHES
First applications
Openings
1. We notice that your account which was due for payment on ...,
is still out standing.
2. We wish to draw your attention to our invoice number ... for €...
which remains unpaid.
3. We most remind you that we have not yet received the balance
of our ... statement amounting to £..., payment of which is now more
than a month overdue.
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Closes
1. We hope to receive your cheque by return.
2. We look forward to your payment within the next few days.
3. As our statement may have gone astray, we enclose a copy and
shall be glad if you will pass it for payment immediately.
Second applications
Openings
1. We do not appear to have had any reply to our request of... for
settlement of €... due on our invoice ... dated ...
2. We regret not having received a reply to our letter of...
3. We are at a loss to understand why we have received no reply to our
letter of requesting settlement of our ... statement in the sum of €...
Closes
1. We trust you will attend to this matter without further delay.
2. We must ask you to settle this account by return.
3. We regret that we must ask for immediate payment of the amount
outstanding.
Third applications
Openings
1. We wrote to you on... and again on ... concerning the amount owing
on our invoice number...
2. We have had no reply to our previous requests for payment of our...
statement...
3. We note with surprise and disappointment that we have had
no replies to our two previous applications for payment of your
outstanding account.
Closes
1. Unless we receive your cheque in full statement by... we shall have
no alternative but to instruct our solicitors to recover the amount due.
2. Unless we receive your cheque in full settlement by the end of this
month, we shall be compelled to take further steps to enforce payment.
3. We still hope we will settle this account without further delay and
thus save you the inconvenience and considerable costs of legal action.
Practical Assignments
1. Put who, that, which or preposition + which in the following
sentences, where necessary.
1. Thank you for your letter ........... you enquired about our products.
2. Your statement of account, ........... we received yesterday, appears
to have a number of errors ......... refer to items we did not order.
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3. | would like to speak to Mr Newland, ...... phoned me earlier,
concerning our account, ......... he says has not been cleared.

4. The cheque ........... you sent us has now been cleared.

5. Would you please clear your balance .......... has been
outstanding since February.

6. You need to contact the person .............. deals with foreign
transactions.

2. Look at these two sentences:

We received your Giro slip today informing us that you had paid €
126.00 into your account.

I rang the manager to inform him that | had paid off the outstanding
balance.

In which sentence does the verb mean “which informed”?

In which sentence does the verb mean “in order to inform”?

Now complete the following sentences using the verbs either
as patrticiples (e. g. working), or infinitives (e. g. to work).

1. Mrs Jackson has gone to the Post office (cash) ............ a postal
order.
2. They sent us an invoice (give) .............. details of all the goods

that had been ordered.
3. Their letter (explain) why they had not paid promptly, arrived
a few days later.

4. | am writing to you (ask) ............ why the outstanding balance
on your account has still not been paid.
5. | have written to the insurers (find out) ........... when they expect

to settle the claim.
6. Although | am reluctant to take legal action (recover) ............
the amount, you leave me no alternative.
7. In our company we normally use letters of credit (settle) ............
transactions overseas.
3. Match each sentence written in formal English (i.e. the
appropriate language for letter-writing), to its nearest informal
equivalent.
1. We expect to receive a remittance from you in seven days.
a. We want you to get in touch with us in a week.
b. We would like you to pay your debt in the next week.
c. We want you to send our account details next week.
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2. We should like another month to settle.
a. We can't pay until next month.
b. We need more time to get used to our new office.
c. We will send you the bill in a month’s time.
3. Please find enclosed your statement for the month of March.
a. We are sending details of all the transactions we made
in March.
b. We are informing you about what you owe us for March.
c. We are sending the money we owe you for March.
4. The sum of €215.60 has been credited to your account.
a. You will be expected to pay €215.60 from your account.
b. We believe that you now have a total of €215.60 in your
account.
c. A payment of €215.60 has gone into your account.
5. | apologize for not clearing the balance earlier.
a. Sorry | didn’t pay you earlier.
b. Sorry for not closing my account earlier.
c. Sorry for the delay in relying to you.
6. Settlement of your February account is overdue.
a. You paid us too much in February.
b. We can't offer you a loan to pay your February account.
c. You haven't paid us yet for February.
7. We ask you to bear with us.
a. Please be patient.
b. We need your custom.
c. We would like you to pay us.
4. Make changes to the following letter so that it sounds more
formal.
Thanks for sending us €550 the other week, but don’t forget you still
owe us €2,000, which we want you to pay before the end of April.
If you're having problems finding the money, why don’t you give
us a ring? We could arrange a different way for you to pay us.
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5. Read the following letter requesting payment and choose the
best words from the options in brackets.
UK CYCLES Ltd
Borough House
Borough Road
Cleveland TS1 3BA
Our Ref: HS 351

The Managing Director
Velo Sport AG

Karlstr. 45

0-5230 Sémerda

Account No. VS 301632
28 April 2024
Dear Mr Janssen
We wrote to you on 25 March concerning the above (account, bill) fort
€2,700.00 which has now been outstanding (for, since, about) three
months. When we agreed to offer you credit facilities we pointed out that
it was essential to (pay up, clear, handle) accounts (in, at, on) the exact
date, particularly as we generally do not (allow, give, offer) credit terms.
As you realize, delayed payments can create problems for us (by, to,
with) our own suppliers, therefore we would appreciate it if you could
either let us know why the (account, credit, payment) has not been
cleared, or let us have a remittance (within, for, during) the next ten days.
We hope this receives your immediate attention.
Yours sincerely
Helen Stuart
Helen Stuart (Mrs)
Accountant
6. Write a letter from Karl Janseen, Managing Director of Velo
Sport, to Mrs Stuart.
» Thank her for the letters and quote the dates.
» Explain that a fire at your Head Office has destroyed a lot of your
computer data and has disrupted all correspondence with suppliers
and customers. You need some time to get back to your normal
routine.
* Request a further thirty days to settle.
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LETTERS OF COMPLAINTS

No matter how good our intentions and efforts are, there are occasions
when it is necessary to deal with a complaint, or even to make one.
Complaints may be necessary for many reasons such as:
e wrong goods received
* poor service
* unsatisfactory quality of goods
late delivery
» damaged goods
* prices not as agreed
Making a complaint
When you have a genuine complaint you will feel angry, but you must
show restraint in your letter, if only because the supplier may not
be to blame. The following points need to be considered:
(a) Do not delay as this will weaken your position and the supplier
may have difficulty in investigating the cause.
(b) Do not assume that the supplier is automatically to blame; they
may have a perfectly good defense.
(c) Confine your complaint to a statement of the facts, followed
by either an enquiry as to what the supplier proposes to do about it,
or a suggestion of how the matter can be rectified.
(d) Avoid rudeness; this would create ill-feeling and cause the
supplier to be unwilling to resolve matters.
Dealing with a complaint
Most suppliers naturally wish to hear if customers have cause
to complain. This is better than custom being lost and trade taken
elsewhere. It also provides an opportunity to investigate, to explain, and
to put things right. In this way goodwill may be preserved. Receiving
such complaints may also suggest ways in which the supplier’s products
or services could be improved. When dealing with dissatisfied
customers remember the following rules:
(a) It is often said that the customer is always right. This may not
always be the case but it is sound practice to assume that the
customer may be right.
(b) Acknowledge a complaint promptly. If you are unable to reply
fully, explain that it is being investigated and a full reply will be sent
later.
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(c) If the complaint is unreasonable, point this out politely and
in a way that will not offend.

(d) If you are to blame, admit it readily, express regret and promise
to put matters right.

(e) Never blame any of your staff; in the end you are responsible for

their actions.

(f) Thank the customer for informing you about the matter.
Complaints concerning goods
Complaint concerning wrong goods
If goods are received which are not of the kind or quality ordered then
you are entitled to return them at the supplier’'s expense.

Order number
and date

Reasons for
dissatisfaction

Dear Sirs

On 12 August | ordered 12 copies of Background
Music by H Lowery under my order number FT567.
On opening the parcel received this morning | found
that it contained 12 copies of History of Music by the
same author. | regret that | cannot keep these books
as | have an adequate stock already. | am therefore
returning the books by parcel post for immediate
replacement, as | have several customers waiting for
them.

| trust you will credit my account with the invoiced

Action value of the returned copies including reimbursement
requested for the postage cost of €17.90.

Yours faithfully
Reply

Express regret

Explain how
mistake
occurred

Action taken
to rectify the
matter

A closing
apology

Dear Mr Ramsay

| was sorry to learn from your letter of 18 August that
a mistake occurred in dealing with your order.

This mistake is entirely our own and we apologize for
the d inconvenience it is causing you. This occurred
because of staff shortage during this unusually
busy season and also the fact that these 2 books
by Lowery have identical bindings.

12 copies of the correct title have been dispatched
by post today. Your account will be credited with
the invoiced value of the books and cost of return
postage. Our credit note is enclosed.

We apologize again for this mistake.

Yours sincerely
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Complaint concerning quality

A buyer is entitled to reject goods which are not of the quality
or description ordered. However, later deliveries may also not
be accepted, even if the goods are correct.

Dear Sirs
Reasons for We have recently received several complaints
complaint from customers about your fountain pens.

The pens are clearly not giving satisfaction
and in some cases we have had to refund the
purchase price.

Further details The pens are part of 4he batch of 500 supplied
against our order number 8562 dated 28 March.
This order was placed on the basis of a sample
pen left by your representative. We have
ourselves compared the performance of this
sample with that of a number of the pens from this
batch, and there is little doubt that many of them
are faulty — some of them leak and others blot
when writing. The complaints we have received
relate only to pens from the batch mentioned.
Pens supplied before these have always been
satisfactory.

Action required |We therefore wish to return the unsold balance,
amounting to 377 pens. Please replace them with
pens of the quality which our earlier dealings with
you have led us to expect.

Close Please let us know what arrangements you wish
us to make for the return of these unsuitable pens.
Yours faithfully

Reply (accepting complaint)

Dear

Thank you for your letter dated 10 May pointing out faults in the pens
supplied to your order number 8562. This has caused us a good deal
of concern and we are glad that you brought this matter to our notice.
We have tested a number of pens from the production batch you
mention, and agree that they are not perfect. The defects have
been traced to a fault in one of the machines which has now been
rectified.
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Please arrange to return to us your unsold balance of 377 pens; the
cost of postage will be reimbursed in due course. We have already
arranged for 400 pens to be sent to replace this unsold balance. The
extra 23 pens are sent without charge, and will enable you to provide
free replacement of any further pens about which you may receive
complaints.
We apologize for the inconvenience this has caused you.
Yours sincerely
Alternative reply (rejecting complaint)
If circumstances show that a complaint must be rejected, you must
show an understanding of the customer’s position and carefully explain
why a rejection is necessary
Dear
We are sorry to learn from your letter of 10 May of the difficulties you
are having with the pens supplied to your order number 8562.
All our pens are manufactured to be identical in design and performance
and we cannot understand why some of them should have given trouble
to your customers. It is normal practice for each pen to be individually
examined by our Inspection Department before being passed into store.
However, from what you say, it would seem that a number of the pens
included in the latest batch escaped the usual examination.
We sympathize with your problem but regret that we cannot accept your
suggestion to take back all the unsold stock from the batch concerned.
Indeed there should be no need for this since it is unlikely that the number
of faulty pens can be very large. We will gladly replace any pen found
to be unsatisfactory, and on this particular batch are prepared to allow you
a special discount of 5 % to compensate for your inconvenience.
We trust you will accept this as being a fair and reasonable solution
of this matter.
Yours sincerely

Complaint concerning quantity
Surplus goods delivered
When a supplier delivers more than the quantity ordered, the buyer
is legally entitled to reject either all the goods or only the excess
quantity. Alternatively, all the goods may be accepted and the excess
paid for at the same rate. In this letter the buyer rejects the surplus
goods but is not obliged to return them; it is the supplier’s responsibility
to arrange for their collection.
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Dear Sirs
Thank you for your promptness in delivering the coffee we ordered on
30 July. However, 160 bags were delivered this morning instead of 120
as stated on our order.
Our present needs are completely covered and we cannot make use
of the 40 bags sent in excess of our order. These bags will therefore
be held in our warehouse until we receive your instructions.
Yours faithfully
Shortage in delivery
When a supplier delivers less than the quantity ordered the customer
cannot be compelled to accept delivery by installments. Immediate
delivery of the balance may be requested.
Dear Sir/Madam
OUR ORDER NUMBER 861
We thank you for so promptly delivering the gas coke ordered on 20
March. Although we ordered 5 tons in 50-kg bags, only 80 bags were
delivered. Your carrier was unable to explain the shortage and we have
not received any explanation from you.
We still need the full quantity ordered and shall be glad if you will
arrange to deliver the remaining 20 bags as soon as possible.
Yours faithfully

Complaint to manufacturer
Customer’s complaint
In this letter the buyer was informed by the supplier to write directly
to the manufacturer regarding faulty goods.
Dear Sirs
On 15 September | bought one of your 'Big Ben’ alarm clocks (mains
operated) from Stansfield Jewelers in Leeds. Unfortunately | have been
unable to get the alarm system to work and am very disappointed with
my purchase.
The manager of Stansfield’s has advised me to return the clock to you
for correction of the fault. This is enclosed.
Please arrange for the clock to be put in full working order and return
it to me as soon as possible.
Yours faithfully
Manufacturer’s reply
In this reply the manufacturer shows genuine interest in the complaint
and does everything possible to ensure customer satisfaction.
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The considerate manner which the complaint is treated helps to build
a reputation for reliability and fair dealing.

Dear Mrs. Wood

Thank you for your letter of 20 September enclosing the defective 'Big
Ben’ alarm clock.

Your comments on the performance of the clock are very interesting
and | have passed it to our engineers for inspection.

Meanwhile we are arranging to replace your clock with a new one
which has been tested thoroughly to ensure that it is in perfect working
order. This will be sent to you within the next few days.

| am sorry for the trouble and inconvenience this matter has caused
you, but am confident that the replacement clock will prove satisfactory
and give you the service you are entitled to expect from our products.
Yours sincerely

Complaints concerning delivery

No supplier likes to be accused of negligence or carelessness
which is often what a complaint about packaging amounts to. Such
complaints must be carefully worded so as not to give offence. Nothing
is to be gained by being sarcastic or insulting — you are much more likely
to get what you want by being courteous. Show that you regret having
to complain, but explain that the trouble is too serious not to be reported.
Complaint concerning damaged goods

The writer of this letter points out damage which was discovered after
checking the consignment. Any suggestion that the damage to the
goods is due to faulty packing is tactfully avoided.

Dear Sirs

Introduction OUR ORDER NUMBER R569

and background |We ordered 160 compact discs on 3 January and
details they were delivered yesterday. | regret that 18
of them were badly scratched.

Explain details |The package containing these goods appeared
which evolved |to be in perfect condition and | accepted and
after receiving |signed for it without question. It was on unpacking
goods the compact discs when the damage was
discovered; | can only assume that this was due
to careless handling at some stage prior to packing.

Enclose full | am enclosing a list of the damaged goods and
list of damaged |shall be glad if you will replace them. They have
goods and been kept aside in case you need them to support
request a claim on your suppliers for compensation.

replacement Yours faithfully
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The supplier’s reply promptly complies with the customer’s request and
shows a desire to improve the service to customers.

Acknowledge
letter and show
regret about
damages

Give details
about
replacements

Give further
information
about follow-up
action

Assurance about
future orders

Dear

YOUR ORDER NUMBER R569

| was sorry to learn from your letter of 10 January
that some of the compact discs supplied to this
order were damaged when they reached you.
Replacements for the damaged goods have
been sent by parcel post this morning. It will
not be necessary for you to return the damaged
goods; they may be destroyed.

Despite the care we take in packing goods there
have recently been several reports of damage.
To avoid further inconvenience and annoyance
to customers, as well as expense to ourselves,
we are now seeking the advice of a packaging
consultant in the hope of improving our methods
of handling.

We regret the need for you to write to us and
hope the steps we are taking will ensure the safe
arrival of all your orders in future.

Yours sincerely

Reply

The supplier’s reply promptly complies with the customer’s request and
shows a desire to improve the service to customers.

Acknowledge
letter and show
regret about
damages

Give details about
replacements

Give further
information about
follow-up action

Dear

YOUR ORDER NUMBER R569

| was sorry to learn from your letter of 10 January
that some of the compact discs supplied to this order
were damaged when they reached you.

Replacements for the damaged goods have been
sent by parcel post this morning. It will not be
necessary for you to return the damaged goods;
they may be destroyed.

Despite the care we take in packing goods there
have recently been several reports of damage.
To avoid further inconvenience and annoyance to
customers, as well as expense to ourselves, we are
now seeking the advice of a packaging consultant in

the hope of improving our methods of handling.
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Assurance about
future orders

We regret the need for you to write to us and
hope the steps we are taking will ensure the safe
arrival of all your orders in future.

Yours sincerely

Complaint regarding bad packing

Introduction
about reason for
writing

Details about
complaint

Further details
and questions
about precautions

Suggestions
about future
handling of orders

Dear Sirs

The carpet supplied to our order number C395
of 3 July was delivered by your carriers this
morning.

We noticed that one of the outer edges of the
wrapping has been worn through, presumably
as a result of friction in transit. When we took off
the wrapping it was not surprising to find that the
carpet itself was soiled and slightly frayed at the
edge.

This is the second time in 3 weeks that we have
had cause to write to you about the same matter.
We find it hard to understand why precautions
could not be taken to prevent a repetition of the
earlier damage.

Although other carpets have been delivered in
good condition, this second experience within
such a short time suggests the need for special
precautions against friction when carpets are
packed onto your delivery vehicles. We hope that
you will bear this in mind in handling our future
orders.

Requests In view of the condition of the present carpet we

for special cannot offer it for sale at the normal price and

concession propose to reduce our selling price by 10 %. We
suggest that you make us an allowance of 10 %
on the invoice cost. If you cannot do this, we
shall have to return the carpet for replacement.
Yours faithfully

Reply

Express regret ||
at customer’s
dissatisfaction

Dear

was very sorry to learn from your letter of

15 August that the carpet supplied to your order
number C395 was damaged on delivery.
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Explain Our head packer informs us that the carpet was
circumstances |first wrapped in heavy oiled waterproof paper and
surrounding then in a double thickness of jute canvas. Under

the complaint | normal conditions this should have been enough
protection. However, on this occasion our delivery
van contained a full load of carpets for delivery to
other customers on the same day, and it is obvious
that special packing precautions are necessary in

such cases.
Follow-up In all future consignments, we are arranging for
action taken specially reinforced end-packings which should

prevent any future damage.

Confirm special |We realize the need to reduce your selling price
discount to for the damaged carpet and readily agree to the
customer special allowance of 10 % which you suggest.
Yours sincerely

Complaint regarding non-delivery

Dear Sirs

On 25 September we placed our order number RT56 for printed
headed notepaper and invoice forms. You acknowledged the order
on 30 September. As that is some 3 weeks ago and we have not yet
received advice of delivery, we are wondering whether the order has
since been overlooked.

Your representative promised an early delivery and this was
an important factor in persuading us to place this order with you.

The delay in delivery is causing considerable inconvenience. We must
ask you to complete the order immediately, otherwise we shall have
no option but to cancel it and obtain the stationery elsewhere.

Yours faithfully

Reply

Only a very diplomatic reply can keep the goodwill of this customer,
who is obviously feeling very let down. With an understanding and
helpful reply from the printer as shown here, the customer cannot
continue to feel annoyed.

Complaint regarding poor service

This correspondence relates to circumstances where a customer does
not receive proper attention. In answer to their telephone enquiry
regarding a damaged tape recorder the supplier suggests that the
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goods be sent for inspection in order to obtain a quotation for its repair.
The customer does so but hen hears no more.

Customer’s initial letter

The customer writes to the supplier on 28 June after a telephone
conversation with Mr Jackson

Dear Mr Jackson
STEREO CASSETTE RECORDER, MODEL

NUMBER 660
Introduction |Further to our telephone conversation this morning,
refers | amsending my faulty tape recorder. | understand

to telephone |that arrangements can be made for it to be inspected
conversation |and also a quotation given for its repair.

and details The following faults will be found:

discussed 1. The recorder does not reproduce clearly on the
right-hand speaker.

2. Distortion suggests that the recording head may
need replacing.

3. The winding mechanism appears to be faulty.

The faults It is possible that an inspection may reveal other
are listed and |faults.

numbered for

clarity

Closing It would help to speed matters if you would let
section me have the quotation by telephone as | want this
requests work to be carried out and the recorder returned
an immediate |as quickly as possible.

quotation Yours faithfully

Supplier’s acknowledgement

On 5 July the supplier sent a printed form number WEG69376
acknowledging receipt of both the recorder and the customer’s letter of
2 June, but did not quote as promised. Two weeks later, on 18 July,
the customer wrote to the supplier again. Note that rather than suggest
that the quotation has not been sent, the letter states more tactfully that
it has not yet been received

Dear Mr Jackson

STEREO CASSETTE RECORDER, MODEL NUMBER 660

On 28 June | sent the above recorder to you for inspection and
a quotation for servicing. As the matter was of some urgency
| requested a quotation by telephone.
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On 5 July your form number WE69376 acknowledged receipt of the
recorder and my letter, but to date | have not received a quotation.

If a quotation has not already been sent | should be grateful if you
would send it immediately to enable work on the recorder to be put
in hand without further delay.

A prompt reply will be appreciated.

Yours sincerely

Quotation is received and customer sends remittance

On 25 July a service card headed 'Job Reference WE69376’ was
received by t customer requesting payment of £60.85 before the
service could be carried o On 28 July the customer sends a cheque for
this amount with a covering letter.

Dear Mr Jackson

STEREO CASSETTE RECORDER, MODEL NUMBER 660

| am returning your service card WE69376 with a cheque for £60.86
to cover the cost of servicing the above recorder.

This recorder has been with you for over 4 weeks and | am greatly
inconvenienced without it. | hope you can arrange for its immediate
repair and that it can be returned within the next few days.

Yours sincerely

Customer receives a further payment request

No acknowledgement of receipt of the customer’s cheque was received.
C 14 August the customer received a printed note stating that work
on t recorder had been completed and requesting payment of the
amount due.

Customer writes to the Manager

Delay in returning the recorder and a request for payment of an amount
already paid understandably angered the customer. The immediate
reaction was writing a strong letter to the Manager. Instead the result
was in terms more like to gain co-operation in rectifying what was
probably quite an innocent mistake

Dear Mrs. Stansfield

STEREO CASSETTE RECORDER, MODEL NUMBER 660

| am sorry to have to write to you personally regarding delay in the return
of the above recorder sent in for repair on 28 June. The facts are as follows:
1. On 28 June | spoke to your Mr Keith Jackson regarding my faulty
tape recorder. As a result, | sent my letter dated 28 June with the
recorder requesting a quotation.
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2. On 5 July your Service Department acknowledged receipt of the
recorder and my letter.
3. Not having received the quotation | sent a reminder on 18 July, and
on 25 July | received a service card (reference WE69376) quoting
a charge of €60.85 for servicing.
4. This card was returned on 28 July with my cheque for that amount
and my letter asking for the service to be carried out and the recorder
returned as a matter of urgency
| heard nothing more until this morning when | was surprised to receive
a printed form stating that the work had been completed and asking for
payment of the amount due.
I am sure you will appreciate my concern at the length of time involved
in this matter. As it is 2 full months since | sent the recorder to you,
| hope you will arrange to return it immediately.
Yours faithfully
Manager’s apology
In the reply the Manager admits fault. Sincerity in this matter will help
to restore customer confidence and goodwill.
Dear Mr Richards
STEREO CASSETTE RECORDER. MODEL NUMBER 660
| was very sorry to learn from your letter of 14 August of the problems
experienced in the repair and return of your tape recorder.
| have investigated this matter personally, and regret that the delay
is due to the absence through illness of the assistant who was dealing
with your order initially.
Please accept my apologies for the inconvenience which has been
caused. The recorder has been sent to you today by express parcel
post and | hope it will reach you quickly and in good condition.
Please do not hesitate to contact me if | can be of further assistance.
Yours sincerely
Customer thanks Manager
The correspondence could have ended with the Manager’s letter, but
the customer rightly felt that it would be a matter of courtesy to thank
the manager for such prompt intervention.
Dear Mrs. Stansfield
STEREO CASSETTE RECORDER, MODEL NUMBER 660

Thank you for your letter of 3 September and for dealing so promptly
with this matter. | can appreciate the circumstances which led to the
delay which was experienced.
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My tape recorder has been delivered and appears to be in good
working order.
Yours sincerely

CHECKLIST
Making a complaint
» Act promptly
» Show restraint in your wording — the supplier may have a good defense
* State the facts briefly, exactly and clearly
» Avoid rudeness
» Suggest desired results/action
Dealing with a complaint
* Investigate the complaint promptly
* If unreasonable: be firm but polite and try not to offend
* If you are at fault: express regret and admit it
» Explain how the matter will be put right
* Never blame staff
» Reassure the customer of future good service

CLICHES

Letters of complaint
Openings
1. The goods we ordered from you on ... have not yet been delivered.
2. Delivery of the goods ordered on ... is now considerably overdue.
3. We regret having to report that we have not yet received the goods
ordered on ...
4. We regret to report that one of the cases of your consignment was
badly damaged when delivered on ...
5. When we examined the goods dispatched by you on ... we found that...
6.We have received a number of complaints from several customers
regarding the ... supplied by you on ...

Closes

1. Please look into this matter at once and let us know the reason for
this delay.

2. We hope to hear from you soon that the goods will be sent
immediately.

3. We feel there must be some explanation for this delay and await
your prompt reply.

4. We hope to learn that you are prepared to make some allowance
in these circumstances.
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Replies to complaints
Openings
1. We are concerned to learn from your letter of ... that the goods sent
under your order number ... did not reach you until ...
2. We are sorry that you have experienced delays in the delivery of...
3.We note with regret that you are not satisfied with the goods supplied
to your order of...
4. Thank you for your letter of ... which has given us the opportunity
to rectify a most unfortunate mistake.
5. We wish to apologize for the unfortunate mistake pointed out in your
letter of...
Closes
1. We assure you that we are doing all we can to speed
delivery and offer our apologies for the inconvenience this delay
is causing you.
2. We hope you will be satisfied with the arrangement we have made.
3. We trust these arrangements will be satisfactory and look forward
to receiving your future orders.
4. We regret the inconvenience which has been caused in this matter.
5. We apologize once again for the unfortunate mistake and can
assure you that a similar incident will not occur again.

Practical Assignments
1. Read this letter of complaint, and fill in the blanks with the
correct verb taken from the list below
have not arrived found was torn
have contacted received were damaged
have not had showed have informed
unpacked
The Sales Manager 15 October 2008
Seymore Furniture Ltd.
Tib Street
Maidenhead
Berks. SL6 SDS

Dear Mr Harrison.

| am writing to complain about a shipment of tubular steel garden
furniture we (1) yesterday against our invoice no. G 3190/1.
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The crates (2) on the outside, and looked as if they had
been roughly handled. When we (3) them, we (4)

that some of the chair legs were bent and rusty, and the fabric on the
seating (5) , or (6) signs of wear.

Two further crates from the consignment (7) yet, so we
(8) the opportunity of inspecting them. | (9) the
shipping company that we cannot accept this consignment from you,
and they (10) your insurers.

As we will be unable to retail this consignment in our stores, we are
returning the shipment to you carriage forward, and we shall expect
a full refund

Yours sincerely,
C R. Mendez
Managing Director

2. Read the following extracts from letters of complaint. Write out
the verbs in either the simple past, (e. g. he worked) or the present
perfect, (e. g. he has worked)

1. Last year we (not/have) any serious complaints from our
clients, but this year we (already/received) over twenty.

2. This is not the first time that we (have) problem with
the shipping company. Three months ago they (lose)

a consignment completely and they still (not/find)

out happened to it.

3. | (look) into the problem, and it appears that the
catalogue (be) out of date.

4. | (receive) a consignment of furniture from you last week
which we (order) on May 12.

5. The error (be) due to a fault in the computer system
which we now (put) right.

6. Our engineers (recently/find) a fault with the batch of hard
disk drives that we (manufacture) in June and July last year.

7. 1| am writing to apologize for the defective items you (receive)
last month, and to inform you that we (credit)
the sum of €342.67 to your account
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8. Our accounts department (inform) me that we (not / yet /
receive) payment for the items we (send)
9. We (not have) any business from Winford & Co. since we
(make) an error with an invoice.
10. We (lose) a number of orders since we (start)
having problems with the switchboard
3. Compare the two lists of expressions commonly used
in complaints. Match the informal phrases in the first list with their
formal equivalents in the second.
1. it's not our fault
you should make it right
we want our money back
you have to pay when the goods are returned to you
we will sue you
you made a mistake
we won't buy anything from you again
the goods are rubbish
we’re complaining about
10 why don’t you pay attention?

©ONOOMWDN

(a) we are sending the consignment to you carriage forward

(b) we are not responsible for the error

(c) we would like to complain about

(d) we will have to take legal action

(e) you seem to have made an error

(f) the products are not satisfactory

(g) we will not re-order

(h) you have not followed our instructions

(i) please correct the error

(1) we would like a refund
4. Write a reply from Mr. Harrison to Mr. Mendez.
» Thank him for his letter, and apologize for the damage.
« Explain that the goods were not old stock, but the damage appears
to have happened while the goods were being transported. Assure him
that you will deal with the transport company.
» Say that you will accept the goods carriage forward, and that you will
send the refund by banker’s draft as soon as you receive them.
¢ Close the letter in an appropriate manner.
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5. In the following sentences, the word in italics is not very
appropriate for formal correspondence. Choose a more suitable
alternative from the list.

inform overdue request
promptly sufficient elapsed
confidential acceptable competitive
settle

1. Thank you for forwarding the documents so quickly.
We feel that enough time has passed for you to pay.
| am writing to ask for open account facilities.
We remind you that this information is highly secret.
Your quarterly settlement is three weeks /ate.
We are pleased to tell you that the credit facilities you asked for
are fine.
7. Our prices are very tow.
6. Use the words below to complete this letter from a referee.
information statements limit customer
balances credit-worthiness confidence due
British Suppliers PLC
Hoxteth House
Wrights Way Glasgow G12 800 27 May 20 —
The Sales Manager Antonio Media S.L. C/Sagasta 1156 Barcelona
08317

o0AWN

Dear Mrs. Gomez,

| refer to your letter of May 18 concerning the (1) of D. L. Cromer
Ltd. The company has been a (2) of ours for a number of years,
and although their credit (3) has not reached the level you
mentioned, we have found that they always cleared their (4) on
the (5) __ dates, settling them on quarterly (6) .

We trust you will treat this (7) the strictest (8)

Yours sincerely,

G. MacFee Credit Controller

7. Write the letter from Patricia Gomez to Mr. Arnold, informing
him that the references favourable and offering him the credit
facilities he requested.



86
LETTERS OF CREDIT

The main reason for buying on credit is for convenience. Basically
it allows us to 'buy now, pay later’.

1. Credit enables a retailer to hold stocks and to pay for them out of the
proceeds of later sales. This increases the working capital and thus
helps to finance the business.

2. Credit enables the buying public to enjoy the use of goods before
they have saved the money needed to buy them.

3. Credit avoids the inconvenience of separate payments each time
a purchase is made.

The main reason for selling on credit is to increase profits. Credit
sales not only attract new customers but also keep old customers,
since people who run accounts tend to shop at the place where
the account is kept, whereas cash customers are free to shop
anywhere.

Disadvantages of Credit

There are a number of disadvantages in dealing on credit both for the
supplier and for the customer:

1. It increases the cost of doing business since it involves extra work
in keeping records and collecting payments.

2. It exposes the supplier to the risk of bad debts.

The buyer pays more for the goods since the supplier must raise prices
to cover the higher costs.

Requests for Credit

A buyer who makes regular purchases from the same supplier will
usually wish to avoid the inconvenience of paying for each transaction
separately, and will ask for 'open account’ terms under which purchases
will be paid for monthly or quarterly or at some other agreed period.
In other words, the goods are to be supplied on credit.

Customer requests open-account terms (a)

Request

Dear

We have been well satisfied with your handling of our past orders and
as our business is growing expect to place even larger orders with you
in the future.

As our dealings have extended over a period of nearly 2 years,
we should be glad if you would grant us open-account facilities with,
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say, quarterly settlements. This arrangement would save us the
inconvenience of making separate payments on invoice.

Banker’s and trade references can be provided on request. We hope
to receive your favourable reply soon.

Yours sincerely

Reply

Dear

Thank you for your letter of 18 November requesting the transfer
of your business from payment on invoice to open-account terms.

As our business relations with you over the past 2 years have been
entirely satisfactory, we are quite willing to make the transfer, based
on a 90-day settlement period. In your case it will not be necessary
to supply references.

We are pleased that you have been satisfied with our past service and
that expansion of your business is likely to lead to increased orders.
You may rely upon our continued efforts to give you the same high
standard of service as in the past.

Yours sincerely

Customer requests extension of credit

Cash flow problem

Dear

We regret you have had to remind us that we have not settled your
account due for payment on 30 October.

We had intended to settle this account before now, but because of the
present depressed state of business our own customers have not been
meeting their obligations as promptly as usual. This has adversely
affected our cash flow.

Investment income due in less than a month’s time will enable
us to clear your account by the end of next month. We should
therefore be grateful if you would accept the enclosed cheque for
€200 as a payment on account. The balance will be cleared as soon
as possible.

Yours sincerely

Lending restrictions and bad trade

Dear

STATEMENT OF ACCOUNT FOR AUGUST 20-

We have just received your letter of 8 October requesting settlement
of our outstanding balance of €1686.00.
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We are sorry not to have been able to clear this balance with our
usual promptness but the present depressed state of business and
the current restrictions on bank lending have created difficulties for us.
These difficulties are purely temporary as payments from customers
are due to us early in the New Year on a humber of recently completed

contracts.

Our resources are quite sufficient to meet all our obligations, but as you
will appreciate we have no wish to realize on our assets at the moment.
We should therefore be grateful if you would grant us a 3 month
extension of credit, when we will be able to settle your account in full.

Yours sincerely

Customer requests credit extension due to bankruptcy

Letter to supplier

Introduction gives
background details

History of prompt
payment

is explained and
details of current
situation mentioned

Tactful request
to defer payment

Final assurance
of early settlement

Dear

We have received and checked your state-
ment for the quarter ended 30 September
and agree with the balance of 785.72 shown
to be due.

Untii now we have had no difficulty
in meeting our commitments and have
always settled our accounts with you
promptly. We could have done so at this
time but for the bankruptcy of an important
customer whose affairs are not likely
to be settled for some time.

We should be most grateful if you would allow
us to defer payment of your present account
to the end of next month.

This would enable us to meet a temporarily
difficult situation forced upon us by events that
could not be foreseen.

During the next few weeks we will
be receiving payments under a number
of large contracts. If you grant our request
we shall have no difficulty in settling with you
in full in due course.

If you wish to discuss this please do not
hesitate to contact me.

Yours sincerely




Request granted
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Refer
to customer’s letter
and request

State reason for
agreeing to extension

Give a final date for full
settlement

Dear

Thank you for your letter of 10 October
requesting an extension of time for
payment of the amount due on our
30 September statement.

In view of the promptness with which you
have always settled with us in the past,
we are willing to grant this extension
in these special circumstances.

Please let us have your cheque in full
settlement by 30 November.

Yours sincerely

Request refused

Refer
to customer’s letter
and request

Tactful wording
is necessary when
a request is refused

Explain regret
at requesting
immediate payment

Dear

| am sorry to learn from your letter of
10 October of the difficulty in which the
bankruptcy of an important customer has
placed you.

| should like to say at once that we fully
understand your wish for an extension
of time and would like to be able to help
you. Unfortunately, this is impossible
because of commitments which we must
meet by the end of this month.

Your request is not at all unreasonable and
if it had been possible, we would have been
pleased to grant it. In the circumstances,
however, we must ask you to settle with
us on the terms of payment originally
agreed.

Yours sincerely

Business references

When goods are sold for cash there is no need for the supplier
to enquire into the financial standing of the buyer. Where they are sold
on credit, however, the ability to pay will be important.

For credit to be allowed the supplier will want to know what the
buyer’s reputation is like, the extent of their business, and in particular
whether accounts are paid promptly: It is on this information that the
supplier will decide whether to allow credit and, if so, how much.
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This information can be obtained from:

« trade references supplied by the customer

* the customer’s banker

* various trade associations

« credit enquiry agencies

When a customer places an order with a new supplier
it is customary to supply trade references, that is the names of persons
or firms to whom the supplier may refer for information. Alternatively
or additionally the customer may give the name and address of the
banker. References of this kind, supplied as they are by customers
themselves, must be accepted with caution since naturally only
those who are likely to report favorably will be named as referees.
Even a bank reference can be misleading — a customer may have
a satisfactory banking account and yet have business dealings which
would not bear looking into.
Supplier requests references
When a new customer places an order but fails to provide
references the supplier will naturally want some evidence of the
customer’s creditworthiness, especially if the order is a large one. The
supplier’s letter asking for references must avoid any suggestion that
the customer is not to be trusted.
Dear
We were pleased to receive your first order with us dated 19 May.
When opening new accounts it is our practice to ask customers for
trade references. Please be good enough to send us the names and
addresses of two other suppliers with whom you have dealings.
We hope to receive this information by return, and meanwhile your
order has been put in hand for dispatch immediately we hear further
from you.
Yours sincerely
Supplier asks for completion of credit application form
Letter from supplier
Dear
Tank you for your order number 526 of 15 June for polyester
bedspreads and pillow cases.
As your name does not appear on our books and as we should like you
to take advantage of our usual credit terms, we enclose our usual credit
application form for your completion and return as soon as possible.
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We should be able to deliver your present order in about 2 weeks, and
look forward to receiving your further orders.

We hope that this first transaction will mark the beginning of a pleasant
business connection.

Yours sincerely

Customer returns completed credit application form

Dear

Thank you for your letter of 18 June. As we fully expect to place
further orders, we should obviously like to take advantage of your offer
of credit facilities.

We quite understand the need for references and have completed your
credit application form giving the relevant information. This is enclosed.
We look forward to receiving delivery of our first order by the end of this
month and to our future business dealings with you.

Yours sincerely

Customer supplies trade references

Dear Sirs

Thank you for the catalogue and price list received earlier this month.
We have pleasure in sending you our first order, number ST6868,
for 6 Olivetti portable electronic typewriters, elite type, at your list price
of €255 less 25 % on your usual monthly terms.

These machines are needed for early delivery to customers and
as we understand you have the machines in stock we should be glad
if you would arrange for them to reach us by the end of next week.
We hope this will leave enough time for you to take up references
with the following firms with which we have had dealings over many
years:

B Kisby & Co Ltd, 28-30 Lythan Square, Liverpool

The Atlas Manufacturing Co Ltd, Century House, Bristol

We look forward to doing further business with you in the future.

Yours faithfully

Customer supplies a banker’s reference

Dear Sirs

Our cheque for €2513 is enclosed in full settlement of your invoice
number 826 for the stereo tape recorders supplied earlier this month.
My directors have good reason to believe that these particular products
will be a popular selling line in this part of the country. As we expect
to place further orders with you from time to time, we should be glad
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if you would arrange to provide open-account facilities on a quarterly
basis.
For information concerning our credit standing we refer you to Barclays
Bank Ltd, 2S-27 The Arcade, Southampton.
Yours faithfully

Status enquiries
Letters taking up trade references are written in formal polite terms.
They usually conform to the following 4-point plan:
» Give background information about the customer’s situation
* Request information about the prospective customer’s standing and
an opinion on the wisdom of granting credit within a stated limit
» Give an assurance that the information will be treated confidentially
* Enclose a stamped addressed envelope or an international postal
reply coupon if the correspondent lives abroad
Some large firms make their enquiries on a specially printed form containing
the questions they would like answering. Use of such forms makes it easier
for the companies approached, and helps to ensure prompt replies.
When the supplier receives the information requested, it is courteous
to send a suitable letter of acknowledgement and thanks.
Letters taking up references should be addressed to a senior official
and marked 'Confidential
Supplier takes up trade references
Example 1
Dear Sirs
Watson & Jones of Newcastle wish to open an account with us and
have given your name as a reference.
We should be grateful for your view about the firm’'s general standing
and your opinion on whether they are likely to be reliable for credit up to
€1,000 and to settle their accounts promptly.
Any information provided will of course be treated in strict confidence.
We enclose a stamped, addressed envelope for your reply.
Yours faithfully
Example 2
Dear Sirs
We have received a request from Shamlan & Shamlan & Co of Bahrain
for supplies of our products on open-account terms. They state that
they have regularly traded with you over the past 2 years and have
given your name as a reference.
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We should be obliged if you would tell us in confidence whether you
have found this company to be thoroughly reliable in their dealings with
you and prompt in settling their accounts.

We understand their requirements with us may amount
to approximately €2,000 a quarter, and should be glad to know if you
feel they will be able to meet commitments of this size. Any other
information you can provide would be very welcome.

Your reply, for which we enclose an international postal reply coupon,
will of course be treated in strict confidence.

Yours faithfully

Supplier requests his banker to take up bank reference

In view of the highly confidential relationship between bankers and their
customers, a banker will not normally reply direct to private enquiries
about the standing of a client. This information is usually given willingly
to fellow bankers. When taking up a bank reference, the supplier must
do so through their own banker.

Dear Sir/Madam

The Colston Engineering Co Ltd in Oyo have asked for a standing credit
of 5,000 but as our knowledge of this company is limited to a few months
trading on a cash-on-invoice basis, we should like some information about
their financial standing before dealing with their request

The only reference they give us is that of their bankers — the National
Bank of Nigeria, Ibadan. We shall be most grateful for any information
you can let us have.

Yours faithfully

Supplier refers to credit enquiry agency

A supplier who wants an independent reference concerning
a customer’s business standing may refer either to a trade association
or to one of the numerous credit enquiry agencies. These agencies
make it their business to supply information on the financial standing
of both trading firms and professional and private individuals. They
have a remarkable store of information which is kept up-to-date from
a variety of sources including their own local agents. If the information
requested is not immediately available from their records, they will set
up enquiries and can usually supply it within a few days.

Dear Sirs

We have been asked by A Griffiths & Co, Cardiff to supply goods to the
value of €1,750 on open-account terms against their first order.
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We have no information about this company but as there are prospects
of further large orders from them, we should like to meet the present
order on the terms requested if it is safe to do so.

Please let us have a report on the reputation and financial standing
of the company and in particular your advice on whether it would
be advisable to grant credit for this first order. Your advice on the
maximum amount for which it would be safe to grant credit
on a quarterly account would also be appreciated.

Yours faithfully

Replies to Status Enquiries

Where a company’s credit has been found to be satisfactory, the
reply to the enquiry presents no problem. However, if the firm’s credit
is uncertain, the reply calls for the utmost care. It is usual to phrase
such replies in a manner that leaves the enquirer to 'read between the
lines’, i.e. to gather for themselves the true meaning, rather than bluntly
state disparaging facts.

Replies to letters taking up references should be marked 'Confidential’
and follow the following 4 point plan:

» Acknowledge the request and give background information.
 Statement of the facts and an honest expression of opinion.

Hope that the information supplied will be useful.

Tactfully remind that the information is confidential and that
no responsibility for it can be accepted

Trader’s replies to credit information enquiry

Favourable reply

Dear

Thank you for your letter of 25 May.

We are pleased to inform you that this company is a small but well-
known and highly respectable firm which has been established in this
town for more than 25 years.

We have been doing business with this company for over 7 years
on quarterly-account terms. Although they have not usually taken
advantage of cash discounts they have always paid their account
promptly on the net dates. The credit we have allowed this company
has at times been well over the €5,000 you mention.

We hope this information will be helpful and that it will be treated
as confidential.

Yours
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Discouraging reply

Dear

The company mentioned in your letter of 25 May has placed
regular orders with us for several years. We believe the company
to be trustworthy and reliable, but we have to say that they have not
always settled their accounts by the due date.

Their account with us is on quarterly settlement terms but we have
never allowed it to reach the sum mentioned in your letter.
This to us seems to be a case in which caution is necessary.

We are glad to be of help but ask you to ensure that the information
provided is treated as strictly confidential.

Yours sincerely

Banker’s replies to credit information enquiry

Favourable reply

Dear

We have received from the National Bank of Nigeria the information
requested in your letter of 18 September.

The company you mention is a private company which was founded
15 years ago and is run as a family concern by three brothers. It enjoys
a good reputation. Our information shows that the company punctually
meets its commitments and a credit in the sum you mention would seem
to be safe.

This information is strictly confidential and is given without any
responsibility on our part.

Yours sincerely

Unfavourable reply

Dear

We have received information from the National Bank
of Nigeria concerning the company mentioned in your letter of
18 September.

This is a private company run as a family concern and operating
on a small scale.

More detailed information we have received suggests that this is a case
in which we would advise caution. You will of course treat this advice
as strictly confidential.

Yours sincerely
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Agency’s replies to credit information enquiry
Favourable reply

Introduction
acknowledges letter
and gives initial
details

Details regarding
the firm’s standing
are given with

a personal opinion

Recommendation
about credit which
could be allowed

Dear

Thank you for your letter of 10 February.

We have completed our enquiries relating
to A Griffiths & Co and are pleased to report
favorably.

This is a well-founded and highly reputable
firm. There are four partners and their capital
is estimated to be at least £100,000. They
do an excellent trade and are regarded as one
of the safest accounts in Cardiff.

From
we Dbelieve
to allow the initial credit of £1,750 requested.
On a quarterly account you could safely allow
at least £5,000.

Yours sincerely

information we have obtained
that you need not hesitate

the

Unfavourable reply

Introduction
acknowledges letter
and advises caution

Details are given
regarding knowledge
of the firm in question

The facts as known
are stated

A reminder that the
information should
be kept confidential

Dear

We have completed our enquiries
concerning A Griffiths &Co following your
letter of 10 February. We regret that we must
advise caution in their request for credit.
About a year ago an action was brought
against this company by one of its suppliers
for recovery of sums due, though payment
was later recovered in full.

Our enquiries reveal nothing to suggest
that the firm is not straightforward. On the
contrary the firm's difficulties would
seem to be due to bad management and
in particular to overtrading. Consequently,
most of the firm’s suppliers either give only
very short credit for limited sums or make
deliveries on a cash basis.

This information is of course supplied in the
strictest confidence.

Yours sincerely
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CLICHES
Suppliers’ requests for references
Openings
Thank you for your letter of ... Subject to satisfactory references
we shall be glad to provide the open account facilities requested.
We were pleased to receive your order dated ... If you will kindly supply
the usual trade references, we will be glad to consider open-account
terms.
Closes
We will be in touch with you as soon as references are received.
It is our usual practice to request references from new customers, and
wehope to receive these soon.
Customers supply references
Openings
Thank you for your letter of ... in reply to our request for open-account
terms.
We have completed and return your credit application form.
Closes
The following firms will be pleased to answer your enquiries ...
For the information required please refer to our bankers, who are ...
Suppliers take up references
Openings
... of... has supplied your name as a reference in connection with his
(her, their) application for open-account terms.
We have received a large order from ... and should be grateful for any
information you can provide regarding their reliability.
We should be grateful if you would obtain reliable information for
us concerning ...
Closes
Any information you can provide will be appreciated.
Any information provided will be treated in strictest confidence.
Please accept our thanks in advance for any help you can give us.
Replies to references taken up
Openings
We welcome the opportunity to report favorably on ...
In reply to your letter of ... we can thoroughly recommend the firm you
mention.
The firm mentioned in your letter of... is not well known to us.
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Closes
This information is given on the clear understanding that it will
be treated confidentially.
We would not hesitate granting this company credit up to £...
This information is given to you in confidence and without any
responsibility on our part.
Practical Assignments
1. Read this letter requesting credit and fill in the blanks with
the correct verb taken from the list below.
place began may be approached have been cleared have been trading
has passed would be settled had been established
D.L, Cromer Ltd
Central Trading Estate

Staines

Middlesex TW19 4UP
The Sales Manager 12 May 202-
Antonio Medina S.L.
C/ Sagasta 1156
Barcelona 08317
Dear Mr Medina
We (2)............ with you for the past year and during that time
our accounts (2)............ by letter of credit. However, when we
() our association with you, you mentioned that once
a business relationship (4)............... , our accounts (5)............ by
60-day bill of exchange, documents against acceptance. We feel that
sufficient time (6)................ to allow this arrangement to be effected.
Please let us know before we (7)............... our next order, if these
new payment terms are acceptable.
| enclose details of two referees, who (8).............. should you require

trade references, and look forward to hearing from you.

Yours sincerely

David Arnold

Accountant

Encs.

2. Complete each unfinished sentence, using the passive voice,
so that it means the same as the one before it.

Example
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We have settled our accounts up to now by letter of credit.
Our accounts have been settled up to now by letter of credit.
1. A supplier only grants credit facilities if a customer can satisfy
a number of requirements.
Credit facilities
2. We would like to confirm that you will make settlement against
monthly statements.
We would like to confirm that settlement
3. We cannot offer open account terms, as we price our products very
competitively.
We cannot offer open account terms, as our
4. We will include the enclosed invoice on your next statement.
Theenclosed
5. Our bank has advised us that they have credited the proceeds of our
letter of credit to your account.
Our bank has advised us that the proceeds
6. We have had to remind this firm several times to settle their
accounts.
This firm
7. Would you please tell us if anyone has ever taken court action
against this firm?
Would you please tell us if court
8. We have now completed our investigation into Falcon Retailers.
Our
9. LDM Ltd brought an action against the firm in 1999.
An
10. Could you tell us whether we can rely on them to settle their
accounts promptly?
Could you tell us whether they
3. In the following sentences, the word in italics is not very
appropriate for formal correspondence. Choose a more suitable
alternative from the list.
inform  overdue request promptly sufficient
elapsed confidential acceptable competitive  settle

1. Thank you for forwarding the documents so quickly.

2. We fell that enough time has passed for you to pay.

3. I am writing to ask for open account facilities.

4. We remind you that this information is highly secret.
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5. Your quarterly settlement is three weeks late.
6. We are pleased to tell you that the credit facilities you asked for
are fine.
7. Our prices are very low.
4. Complete the following request for a reference with the correct
prepositions.
ANTONIO MEDINA S.L.
Cl Sagasta 1156
Barcelona 08317

The Credit Controller 18 May 2024
British suppliers PLC
Hoxteth House

Wrights Way

Glasgow G12 8QQ

Dear Mr MacFee

We are writing (1) you (2) the recommendation
3) Mr David Arnold, the accountant (4)

D.L. Cromer Ltd. (5) Staines, Middlesex. He advised

us to contact you as a referee, concerning credit facilities, which his
company has asked us (6)

Could you confirm that the company settles ) due dates,
and is sound enough to meet credits of (8) to €5,000
in transactions.

We would be grateful (9) a reply (10) your earliest

possible convenience.

Yours ssincerely

P.Gomez (Mrs)

Sales Manageress

5. Use the words below to complete this letter from a referee.
information credit-worthiness statements

customer confidence limit

balances due
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British Suppliers PLC
Hoxteth House

Wrights Way

Glasgow G12 8QQ
The Sales Manager 27 May 2024
Antonio Media S.L.
C/ Sagasta 1156
Barcelona 08317
Dear Mrs Gomez
| refer to your letter of May 18 concerning the (1) of
D.L. Cromer Ltd.
The company has been a (2) of ours for a number of years,
and although their credit (3) has not reached the level you
mentioned, we have found that they always cleared their (4)
on the (5) dates, settling them on quarterly (6)
We trust you will treat this (7) in the strictest

(8)

Yours sincerely

G. MacFee

Credit Controller

6. Write the letter from Patricia Gomez to Mr Arnold, informing
him that the references are favourable and offering him the credit
facilities he requested.

A TYPICAL BUSINESS TRANSACTION

Letters of the kind considered in this book are handled in business
every day. This chapter illustrates their use in a typical transaction
in the home trade.

G Wood & Sons have recently opened an electrical goods store
in Bristol and place an order with Electrical Supplies Ltd, Birmingham,
for the supply of goods on credit. The transaction opens with a request
by G Wood & Sons for information regarding prices and terms for credit.
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Request for quotation
G WOOD & SONS
36 Castle Street
Bristol BSI 2BQ
Telephone 0117 9354967
GWI/ST

15 November 20—

Mr Henry Thomas
Electrical Supplies Ltd
29-31 Broad Street
Birmingham Bl 2HF

Dear Mr. Thomas

We have recently opened an electrical goods store at the above
address and have received a number of enquiries for the following
domestic appliances of which at present we do not hold stocks:

Swanson Electric Kettles, 2 litre Cosiwarm Electric Blankets, single-bed
size Regency Electric Toasters Marlborough Kitchen Wall Clocks

When | phoned you this morning you informed me that all these items

are available in stock for immediate delivery.

Please let me have your prices and terms for payment 2 months from
date of invoicing. If prices and terms are satisfactory, we would place
with you a first order for 10 of each of these items.

The matter is of some urgency and | would appreciate an early reply.

Yours faithfully

GORDON WOOD
Manager



Supplier’s quotation
ELECTRICAL SUPPLIES LTD
29-31 Broad Street
Birmingham B1 2HE
Tel: 0121-5426614

HT/JH

17 November 20—

Mr Gordon Wood
Messrs G Wood & Sons
36 Castle Street

Bristol

BS1 2BQ

Dear Mr Wood

QUOTATION NUMBER E542
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Thank you for your enquiry of 15 November. | am pleased to quote

as follows:

Swanson Electric Kettles, 2 litre

Cosiwarm Electric Blankets, single-bed size
Regency Electric Toasters

Marlborough Kitchen Wall Clocks

€
25.00 each
24.50 each
25.50 each
27.50 each

The above are current catalogue prices from which we would allow you
a trade discount of 33 %. Prices include packing and delivery to your

premises.

It is our usual practice to ask all new customers for trade references.
Please let us have the names and addresses of two suppliers with
whom you have had regular dealings. Subject to satisfactory replies,
we shall be glad to supply the goods and to allow you the 2 months

credit requested.
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As there may be other items in which you are interested. | enclose
copies of our current catalogue and price list.

I look forward to the opportunity of doing business with you.
Yours sincerely

HENRY THOMAS
Sales Manager
Enc.
Request for permission to quote company as reference

A buyer should obtain permission from the suppliers whose names are
to be submitted as references. Consent may be obtained verbally if there
is urgency, but otherwise the buyer should make this request in writing.
In this case, a letter was sent to J Williamson & Co, Southey House,
Coventry, CV15RU, as well as the addressee of the following letter.
G WOOD & SONS
36 Castle Street
Bristol BS1 2BQ
Telephone 0117 954967
GW/ST

19 November 20—
Mr Robert Johnson
Johnson Traders Ltd
The Hayes

Cardiff

CF1 1JwW

Dear Robert

| wish to place an order with Electrical Supplies Ltd, Birmingham,
with facilities on credit. As this will be is a first order they have asked
me to supply trade references.

| have been a regular customer of yours for the past 4 years and should
be grateful if you would allow me to submit your company’s name
as one of my references.
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| shall very much appreciate your consent to stand as referee and hope
to hear from you soon.

GORDON WOOD
Manager

Permission granted
JOHNSON TRADERS LTD
The Hayes
Cardiff CFI 1JW
Telephone 01222 572382
RH / KI
22 November 20—

Mr Gordon Wood
G Wood & Sons
36 Castle Street
Bristol BS1 2BQ

Dear Mr Wood

Thank you for your letter of 19 November requesting permission to use
our name as a reference in your transaction with Electrical Supplies Ltd.

During the time we have done business together you have been a very
reliable customer. If your suppliers decide to approach us for a reference
we shall be very happy to support your request for credit facilities.

Yours sincerely

ROBERT JOHNSON
Financial Controller

Supplier’s acknowledgement
It is good business practice to acknowledge and thank buyers
particularly for a first order and trade reference information. The
supplier will then take up the references and put the order in hand when
favourable replies are received.
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ELECTRICAL SUPPLIES LTD
29-31 Broad Street
Birmingham B1 2HE
Telephone 0121-542-6614
HT/JH

1 December 20—

Mr G Wood

G Wood & Sons

36 Castle Street Bristol
BS1 2BQ

Dear Mr Wood
YOUR ORDER NUMBER 3241

Thank you for your letter of 24 November. We were very pleased
to receive your order and confirm that the goods will be supplied at the
prices and on the terms stated.

Your order has been passed to our warehouse for immediate
despatch of the goods from stock. We hope you will be pleased with
them.

Please do not hesitate to contact me if | can be of any further help.
Yours sincerely

HENRY THOMAS
Sales Manager

Advice note
Documents dealing with the despatch and delivery of goods include
pa notes, advice of despatch notes, consignment notes and delivery
notes, documents are really copies of the invoice and are often
prepared in sets the use of NCR (no carbon required) paper, at the
same time as the invoice copy which acts as the advice note will not
contain information regarding pricing.
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The advice or despatch note informs the buyer that the goods are
on the way and enables a check to be made when they arrive. Very
often, however advice note is replaced either by an invoice sent
on or before the day the goods are despatched or sometimes by a letter
notifying despatch.

For small items sent by post a packing note, which is simply a copy
of the advice note, would be the only document used. Some suppliers,
especially using their own transport, dispense with the advice note and
instead use either a packing note or a delivery note.

Consignment note

When goods are sent by rail the supplier is required to complete
a consign note which represents the contract of carriage with
the railway. It gives particulars of the quantity, weight, type and
destination of the goods and whether they are being sent carriage paid
(i. e. paid by the sender) or carriage ward (i.e. paid by the buyer).
In most cases the printed forms supplied by the way are used but
a trader will sometimes prefer to use their own.

The completed consignment note is handed to the carrier when
the goods are collected and it travels with them. When the goods are
delivered to the buyer note must be signed as proof of delivery.

Delivery note

Sometimes two copies of the delivery note are prepared, one
to be retain the buyer, the other to be given back to the carrier signed
as evidence that goods have been delivered. Alternatively the carrier
may ask the buyer to sign a Delivery Book or a Delivery Sheet
recording the calls a carrier has made.

Where it is not possible for the buyer to inspect the goods before
signing for them, the signature should be qualified with some such
comment as 'not examined’ or 'goods unexamined’ as a precaution.

Invoice

Invoice practice varies. Sometimes the invoice is enclosed with the
good sometimes it is sent separately, either in advance of the goods
(in which case it also serves as an advice note) or after the goods. The
invoice will be sent separately where the goods are baled or supplied
loose or in bulk.

Covering letter

It is not always necessary to send a covering letter with an invoice,

but if a letter is sent it need only be very short and formal
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ELECTRICAL SUPPLIES LTD
29-31 Broad Street
Birmingham B1 2HE
Telephone 0121-542-6614

HT/JH

3 December 20—
G Wood & Sons
36 Castle Street
Bristol

BS1 2BQ

Dear Sirs
YOUR ORDER NUMBER 3241

We enclose our invoice number 6740 for the domestic electrical
appliances supplied to your order dated 24 November.

The goods have been packed in three cases, numbers 78, 79 and 80,
and sent to you today by rail, carriage paid. We hope they will reach
you promptly and in good condition.

If you settle the account within 2 months we will allow you to deduct
from the amount due a special cash discount of 1 %

Yours faithfully

MICHELLE SMITH (Mrs)
Credit Control Manager

Enc
Payment
Invoices and statements usually indicate the terms of payment. For
example:
Prompt Cash: A somewhat elastic term but generally taken to mean
payment within 15 days from date of invoice or statement.
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2 % 30 days: This means that the debtor is entitled to deduct 2 %
from the amount due if payment is made within 30 days of the invoice
or statement, otherwise the full amount becomes payable.

Net 30 days: This means that the debtor must pay in full within 30 days.
Payments in business are usually made by cheque or, if they are
numerous, by credit transfer (bank giro). In this transaction the buyer
settles the account by sending a cheque to the supplier.

G WOOD & SONS

36 Castle Street Bristol B51 2BQ

Telephone 0117 954967

GVWST

4 February 20—

Mrs Michelle Smith

Credit Control Manager

Electrical Supplies Ltd

29-31 Broad Street

Birmingham

B1 2HE

Dear Mrs Smith
We are in receipt of your statement of account dated 31 January 20—.

From the total amount due on the statement | have deducted the allowable
cash discount of 2 % and enclose a cheque for €810.89 in full settlement.

Yours sincerely

GORDON WOOD
Manager

Enc
Receipt
A cheque usually supplies all the evidence of payment necessary.
Consequently, it is not usual practice for formal receipts to be issued. This
does not affect payer’s legal right to request a receipt if one is required.
In this transaction evidence of payment could be obtained by the
supplier’s formal receipt or the buyer’s cheque after being paid by the bank.



CHAPTER 4. GOODWILL LETTERS

One of the most important functions of communications is to create
good business relations. Many managers and executives take the
opportunity to send goodwill letters on many different occasions such as:

apologies unwelcome news sympathy welcome
promotion congratulations death special award
thanks condolence appreciation  wedding

Every opportunity should be taken to write goodwill letters. They
are appreciated by customers and colleagues and are very good
for business. For very little cost and effort they not only strengthen
existing relationships but they may also create new business
opportunities.

Goodwill letters should be written and sent promptly. They should
be brief and to the point, always sincere and informal. Handwritten
notes will give an added touch of sincerity and intimacy where
appropriate.

GENERAL GOODWILL LETTERS

The following letters are examples of ways in which goodwill
can be built into the everyday business letter. The tone of the letters
is courteous and friendly, and the added touches of personal interest
are certain to make a good impression
Letter with short personal greeting

A personal touch may sometimes take the form of a short final
paragraph conveying a personal greeting.

Dear Mr. Ellis

| am sorry not to have replied sooner to your letter of 25 October
regarding the book English and Commercial Correspondence. My Export
Director is in Lebanon and Syria on business; as | am dealing with his
work as well as my own | am afraid my correspondence has fallen behind.
Whether this book should be published in hardback or paperback
is a decision | must leave to my Editorial Director, Tracie James,
to whom | have passed on your letter. No doubt she will be writing
to you very soon.

I hope you are keeping well. With best wishes

Yours sincerely




111

Letter with extended personal greeting

An even more personal note may be introduced in the final
paragraph.
Dear Mrs. Kenner
Importing Made Easy
| have had an opportunity to review the book you sent to me recently.
This book presents a concise and clear account of the new import
regulations with good examples of how they are likely to be applied.
More detailed comments are made on my written review which
is attached.
I remember you mentioned that you will be spending your summer
holiday in the south of France. | hope you have good weather and
an enjoyable time.
Yours sincerely
Letter explaining delayed reply

A favourable impression is created when a letter is answered on the
day it received. If this is not possible the letter should be acknowledged
as soon as possible with an explanation of the delay.
Dear Mrs. Jones
| am sorry we cannot send you immediately the catalogue and price list
requested in your letter of 13 March as we are presently out of stock.
Supplies are expected from our printers in 2 weeks time; as soon
as they are received, we will send a copy to you.
Yours sincerely
Supplier’s letter with friendly tone

Customers always look for a spirit of friendliness in those with
whom they seek to do business. In this letter the writer is both helpful
and friendly. The aim is to interest the prospective customer, to create
a feeling of confidence and to win their consideration, friendship — and
ultimately their custom.
Dear Mr. Jackson:
| am pleased to enclose our catalogue and price list as requested
in your letter of 12 October.
In this latest catalogue we have taken trouble to ensure it is both
attractive and informative; particulars of our trade discounts are shown
inside the front cover.
May | suggest that next time you are in Bristol you should allow
us to show you our factory where you could see for yourself the high
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quality of materials and workmanship put into our products. This would
also enable you to see at first hand the latest fancy leather goods,
and to return home with interesting and useful information for your
customers.
If I can be of service in any way please do not hesitate to let me know.
Yours sincerely
Letter welcoming a visitor from abroad

When customers from overseas visit your country it is sound
business practice to extend hospitality and to give any help and
advice you can. The tone of such letters must sound sincere and
friendly, giving the impression that the writer is genuinely anxious
to be of service.
Dear Mrs. Brandon
| was pleased to receive your letter of 24 April and to learn that your
colleague, Mr John Gelling, is making plans to visit England in July.
We shall be very pleased to welcome him and to do all we can to make
his visit enjoyable and successful.
| understand this will be Mr Ceiling’s first visit to England, and am sure
he will wish to see some of our principal places of interest. A suitable
programme is something we can discuss when he arrives. | would
be pleased to introduce him to several firms with whom he may like
to do business.
When the date of Mr Ceiling’s visit is settled please let me know his
arrival details. | will arrange to meet him at the airport and drive him
to his hotel. He may be assured of a warm welcome.
Yours sincerely



113

LETTERS OF APOLOGY

When it is necessary to apologize for something, it is important
to get the tone right. Sometimes you may have to swallow your
pride and say you are sorry even if you're not. Legal pressure may
mean an apology is necessary if you have caused injury or offence
to someone.

Apology for poor service

Dear Mrs. Taylor

Background Thank you for your letter of 12 June regarding
details regarding |the poor service you received when you visited
complaint our store recently.

State action taken | The incident was most unlike our usual high
standards of and express regret service and
courtesy. The member of staff who was rude

to you has been reprimanded; he also expresses
his regret.

Follow-up action || am enclosing a gift voucher for £20 which you
may use at any Omega store. If | can be of any
further assistance to you please do not hesitate
to contact me.

Apologize again | With my apologies once again.

Yours sincerely

Apology for cancelling an appointment

Dear Mr James

| am so sorry that | had to cancel our meeting yesterday at such short
notice. As my secretary explained to you | am afraid an urgent matter
came up which | had to deal with immediately.

| understand our appointment has been rearranged for next Tuesday
12 May at 11.30.

Perhaps we can extend our meeting over lunch.

Yours sincerely

LETTERS IN WHICH TONE IS PARTICULARLY IMPORTANT

In business it is sometimes necessary to refuse requests,
to increase prices, explain an unfortunate oversight, apologize for
mistakes, etc. In such letters tone has to be the writer's main concern.
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Without due consideration, offence could be caused, bad feeling
created and business may be lost.
Letter conveying unwelcome news

It is sometimes necessary to refuse a request or to convey
unwelcome news. When this is necessary think of the reader — prepare
the way for their disappointment by a suitable opening paragraph, and
use an appropriate tone
Dear Mr Foster
It was good of you to let me see your manuscript on English for
Business Studies. | read have treated the subject. | particularly like the
clear and concise style of writing.
Had we not recently published Practical English by Freda Leonard,
a book that covers very similar ground, | would have been happy
to accept your manuscript for publication. In the circumstances,
| am unable to do so and am returning your manuscript with this
letter.
| am sorry to have to disappoint you.
Yours sincerely
Letter disclaiming liability for loss

Here is another letter in which the opening paragraph is used
to prepare the recipient for the rejection of his insurance claim.
Dear Mr Burn
When we received your letter of 23 November we sent a representative
to inspect and report on the damage caused by the recent fire in your
warehouse.
This report has now been submitted and it confirms your claim that the
damage is extensive. However, it states that a large proportion of the
stock damaged or destroyed was very old and some of it obsolete.
Unfortunately, therefore, we cannot accept your figure of £45,000
as a fair estimate of the loss as it appears to be based on the original
cost of the goods.
Yours sincerely
Letter refusing a request for credit

A letter refusing a request for credit without causing offence is one
of the most difficult to write. Refusal will be prompted by doubts
about the would-be creditor’'s standing but the letter must contain
no suggestion of this. Other reasons for the refusal must be given and
tactfully explained.
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This letter is a wholesaler’s reply to a trader who has started a new
business which appears to be doing well. However, the business
has not been established long enough to inspire confidence in the
owner’s financial standing.
Dear Miss Wardle
We were glad you approached us with a view to placing an order, and
to learn of the good start of your new business.
The question of granting credit for newly-established businesses
is never an easy one. Many owners get into difficulties because they
over commit themselves before they are thoroughly established.
Although we believe that your own business promises very well, we feel
it would be better for you to make your purchases on a cash basis
at present. If this is not possible for the full amount, we suggest that you
cut the size of your order, say by half.
If you are willing to do this we will allow you a special cash discount of
4 % in addition to our usual trade terms. If this suggestion is acceptable
to you the goods could be delivered to you within 3 days.
We hope that you will look upon this letter as a mark of our genuine
wish to enter into business with you on terms that will bring lasting
satisfaction to us both. When your business is firmly established we will
be very happy to welcome you as one of our credit customers.
Yours sincerely
Letter regretting an oversight

If you have made a mistake or are in any way at fault, it should
be admitted freely and without excuses. A letter written in an apologetic
tone is likely to create goodwill, and it will be difficult for the recipient
to continue to feel, grudge against you.
Dear Mrs Wright
| was very concerned when | received your letter of yesterday stating
that the central heating system in your home has not been completed
by the date promised.
On referring to our earlier correspondence | find that | had mistaken the
date for completion. The fault is entirely mine and | deeply regret that
it should have occurred.
| realize the inconvenience which my oversight must be causing you
and will do everything possible to avoid any further delay.
| have already given instructions for this work to take first priority; our
engineers will be placed on overtime to complete the work. These
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arrangements should ensure that the work is completed by next
weekend.
My apologies once again for the inconvenience caused.
Yours sincerely
Letter regretting price increase

Customers will naturally resent increases in prices of goods especially
if they feel the increases are not justified. Goodwill can be preserved
by explaining clearly and convincingly the reasons for the increases.
Dear
Many businesses have been experiencing steadily rising prices over
the past few years and it will come as no surprise to you that our own
costs have continued to rise with this general trend.
Increasing world demand has been an important factor in raising the
prices of our imported raw materials. A recent national wage award
has added to our labour costs which have been increased still further
by constantly increasing overheads.
Until now we have been able to absorb rising costs by economies
in other areas. We find that we can no longer do so and therefore
increases in our prices are unavoidable. The new prices will take
effect from 1 October, and revised price lists are being prepared.
These should be ready within the next 2 weeks and copies will
be sent to you.
We are sorry that these increases have been necessary but can assure
you that they will not amount to an average of more than about 5 %.
As general prices have risen by nearly 10 % since our previous price
list, we hope you will not feel that our own increases are unreasonable.
Yours sincerely

LETTERS OF THANKS

Business executives have many opportunities for writing letters
expressing appreciation and creating goodwill. Such letters of thanks
can be as brief and as simple as you like, but they must express your
appreciation with warmth and sincerity, making the reader feel that you
really mean what you say — and that you enjoy saying it.

In letters of appreciation do not include specific sales matters
or it may be thought that your thanks are merely an excuse for
promoting business
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Letter of thanks for a first order

Dear Mr Martin

You will have already received our formal acknowledgement of your
on number 456 dated 12 July. However as this is your first order with
us | must write to say how pleased we were to receive it and to thank
you for opportunity given to us to supply the goods you need.

| hope our handling of your order will lead to further business between
and to a happy and mutually beneficial association.

Yours sincerely

Letter of thanks for a large order

Dear Mrs Usher

| understand that you placed an unusually large order with us
yesterday, want to say how very much your continued confidence
in us is appreciated.

The happy working relationship between us for many years has always
been valued and we shall do our best to maintain it.

Yours sincerely

Letter of thanks for prompt settlement of accounts

Dear Mr Watts

| am writing to say how much we appreciate the promptness with which
you have settled your accounts with us during the past year, especially
as a number of them have been for very large amounts.

This has been of great help to us at a time when we have been faced
with heavy commitments connected with the expansion of our business.
I hope our business relationship will continue in the future.

Yours sincerely

Letter of thanks for a service performed

Dear Miss Armstrong

Thank you for your letter of 30 March returning the draft of the
catalogue we propose to send to our customers.

I am very grateful for the trouble you have taken to examine the draft
and comment on it in such detail. Your suggestions will be very helpful.

| realize the value of time to a busy person like you and this makes
me all the more appreciative of the time you have so generously given.
Yours sincerely

Letter of thanks for information received

Dear Mrs Webster

Thank you for your letter enclosing an article explaining the
organisation and work of your local trade association.
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| am very grateful for the interest you have shown in our proposal
to include details of your association in the next issue of the Trade
Association Year Book, and for your trouble in providing such
an interesting account of your activities. This feature is sure to inspire
and encourage associations in other areas.

Yours sincerely

LETTERS OF CONGRATULATION

One of the best ways to promote goodwill is to write a letter
of congratulation. The occasion may be a promotion, a new
appointment, the award of an honour, the establishment of a new
business, success in an examination, even a marriage or a birthday.
Your letter may be short and formal, or conversational and informal,
depending on the circumstances and the relationship between you and
the recipient.

Formal letter of congratulation on the award of a public honour
Letters of congratulation sent to mark the award of a public honour
need only be short and formal. To show a sign of personal interest the
salutation and complimentary close should be handwritten.

Dear

| was delighted to learn that your work at the South Down College
of Commerce has been recognised in the New Year Honours List.

At a time when commercial education is so much in the public eye,
it gives us all at the Ministry great pleasure to learn of your OBE.
Informal letter of congratulation on the award of a public honour
On looking through the Camford Times this morning | came across
your name in the New Years Honours List. | would like to add
my congratulations to many you will be receiving.

The award will give much pleasure to a wide circle of people who know
you and your work. Your services to local industry and commerce
over many years have been quite outstanding and it is very gratifying
to know that they have been so suitably rewarded.

With very best wishes

Formal letter of congratulation on a promotion

Dear Dr Roberts

| would like to convey my warm congratulations on your appointment
to Board of Electrical Industries Ltd.
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My fellow directors and | are delighted that the many years of service you
have given to your company should at last have been rewarded in this way.
We all join in sending you our very best wishes for the future.

Yours sincerely

Letter acknowledging congratulations

Courtesy requires that letters of congratulation should be
acknowledged. In most cases a short formal acknowledgement is all
that is necessary.

This letter would be a suitable reply to the letter of congratulation. The
writer very properly rakes the opportunity to acknowledge her debt
to leagues that have supported her in her work.

Dear Mrs Fleming

Thank you for your letter conveying congratulations on the award
of my OBE. | am very happy that anything | may have been able
to do for commercial education in my limited field should have been
rewarded by a public honour. At the same time | regard the award
as being less of a tribute to me personally than to the work of my college
as a whole — work in which | have always enjoyed the willing help and
support of many colleagues.

Thank you again for your good wishes.

Yours sincerely

LETTERS OF CONDOLENCE AND SYMPATHY

Letters of condolence are not easy to write. There can be no set
pattern to such letters since a lot depends on what kind of relationship
the writer has with the recipient. As a general rule such letters
should usually be short and written with sincerity. To show special
consideration letters of this kind should be hand-written.

Your letter should be written as soon as you learn the news. Express
your sympathy in simple words which are warm and convincing and say
what you feel sincerely
Letter of condolence to a neighbour
Dear Mrs. McDermott
It was not until late last night that my wife and | learned of your
husband’s tragic death. Coming as it did without warning; it must have
been a great shock to you. | want you to know how very sorry we both
are, and to send our sincere sympathy.
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If there is any way in which we can be of any help, either now or later,
do please let us know. We shall be only too glad to do anything we can.
Yours sincerely

Peter Brand

Letter of condolence to a customer

Dear Mr. Kerr

I have just learned with deep regret of the death of your wife.

There is not much one can say at a time like this, but all
of us at Simpsons who have dealt with you would like to extend our
sincere sympathy in loss.

Please include us among those who share your sorrow at this sad time.
Yours sincerely

Letter of condolence to a business associate

Dear Mrs Anderson

We were distressed to read in The Times this morning that your
Chairman had died and | am writing at once to express our deep
sympathy.

| had the privilege of knowing Sir James for many years and always
regarded him as a personal friend. By his untimely passing our industry
has lost o its best leaders. He will be greatly missed by all who knew
him.

Please convey our sympathy to Lady Langley and her family.

Yours sincerely

Letter of condolence to an employee

Dear Maxine

| was very sorry to learn of your father’s death. | remember your father
well from the years he served in our Company’s Accounts Department
until his retirement 2 years ago. | well recall his love for his family and
the great sense of pride with which he always spoke of his daughters.
He has bee greatly missed at Wilson’s since his retirement. We all join
in expressing sympathy to you and your family at this very sad time.
Yours sincerely

Letter of condolence to a friend

Dear Henry

| felt I must write to say bow deeply sorry we were at the news
of Margaret’s passing.

She was a very dear friend and we shall greatly miss her cheerful
outlook on life, her generous nature and her warmth of feeling for
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anyone In need of help. Above all we will miss her for her wonderful
sense of fun.
Tom and | send you our love and our assurance of continued friendship,
now and always. If there is any help we can provide at any time, just let
us know.
Yours
Alice
Letter of sympathy to a business associate
Dear Bill
When | called at your office yesterday | was very sorry to learn that
you had been in a car accident on your way home from work recently.
However | was equally relieved to learn that you are making good
progress and are likely to be back at work again in a few weeks.
I had a long talk with Susan Carson and was glad to learn of your rising
export orders. | expect to be in Leicester again at the end of next month
and shall take the opportunity to call on you.
Meanwhile | wish you a speedy recovery.
Yours sincerely
Acknowledgements of sympathy or condolence

You will naturally wish to acknowledge letters of the kind illustrated
in this section. Such acknowledgements need only be short but
they show that you are genuinely moved by the warm expressions
of sympathy you have received
Personal acknowledgement

Individual personalized acknowledgements should be made
to relatives and close friends.
Dear M
My mother and family join me in thanking you for your very kind letter
on the occasion of my father’s death.
We have ail been greatly comforted by the kindness and sympathy
of our relatives and friends. Both at home and in the hospital, where
my father spent 2 weeks prior to his passing, the kindness and
sympathy shown to everyone has been almost overwhelming.
Yours sincerely
Laura Darabi



CHAPTER 5. PERSONNELL

LETTERS OF APPLICATION

A letter of application for a job is essentially a sales letter. In such
a letter you are trying to sell yourself. The general principles of writing
sale letters will therefore apply: Your letter must

* arouse interest in your qualifications

e carry conviction by your past record and testimonials

* bring about the action you want the prospective employer to take
to grant an interview and eventually give you the job.

Style of application

Unless an advertisement specifies that you must apply in your
own handwriting, or the post is purely clerical or bookkeeping,
your application should be typed. A well-displayed, easy-to-read
letter will attract attention at once and create a favourable first
impression.

Some applicants write a long letter containing lots of information
about education, qualifications and experience — this is not advisable
as the information is not easy to locate and it can sound rather
boastful.

Your curriculum vitae should It is preferable to write a short
give full details of your personal letter applying for the post and
background, education, stating that your curriculum vitae
qualifications and experience (or resume) is enclosed.
Do not duplicate such information
in your covering letter.

Points of guidance

 Remember the purpose of your application is not to get the job,
but to get an interview.

* Ensure your application looks attractive and neatly presented;
make it stand out from the rest.

e Be brief; give all the relevant information in as few words
as possible.

» Write sincerely, in a friendly tone, but without being familiar.

» Do not make exaggerated claims or sound boastful; simply show
a proper appreciation of your abilities.
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* Do not imply that you are applying for the job because you are
bored with your present one.

 If your main interest is the salary, do not state the figure you
expect. Instead mention what you are earning now.

» Do not enclose originals of your testimonials; send copies with
your application but take your originals along to the interview.

CHECKLIST

A busy employer has little time for long rambling correspondence.
Avoid the temptation to include details in which the recipient
is unlikely to be interested, no matter how important they may
be to you. You should also avoid generalising, and instead be quite
specific in the information provided. For example instead of saying
‘| have had several years of relevant experience in a well-known firm
of engineers’, state the number of years, state the experience and give
the name of the firm.

When you have written your letter, read it carefully and ask yourself
these questions:

(a) Does it read like a good business letter?

(b) Will the opening paragraph interest the employer enough
to prompt the rest to be read?

(c) Does it suggest that you are genuinely interested in the post and
the kind of work to be done?

(d) Is your letter neatly presented and logically structured?

If your answer to these questions is 'Yes’, then you may safely send
your letter.

Application for an advertised post

Application letter

When vyour application is a response to an advertisement
in a newspaper or a journal, this should always be mentioned in the
opening paragraph or in the subject heading.
Curriculum vitae (see chapter 1)
Your CV (sometimes called a resume) should set out all your personal
details together with your education, qualifications and working
experience. It should be displayed attractively so that all the information
can be seen at a glance. It should not extend to more than 2 pages.
Wherever possible, the information should be categorized under
headings columns.
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INTERESTS

Hobbies, interests or other Music; Languages; Hockey; Golf;
relevant information Swimming

REFEREES

Give at least 2 referees 1. Dr R G Davies

a former employer Principal

Bedford Secretarial College

Righton Road
Bedford MH2 2BS
a teacher 2. Ms W Harris
Partner Bains, Hoyle & Co
60 Kingsway
London WC2B 6AB
Date your CV with June 20...
month/year
Application using an introduction

Sometimes your application will result from an introduction
by a friend or colleague. In this case such an introduction should
be mentioned in the opening paragraph as a useful way of attracting
attention
Dear Mr Barker
Mrs Phyllis Naish, your Personnel Officer, has told me that you have
a vacancy for a Marketing Assistant. | should like to be considered for
this post.
As you will see from my enclosed Curriculum Vitae | have several
A levels as well as secretarial qualifications gained during an intensive
one-year course at Walthamstow College of Commerce.
I have been Shorthand Typist in the Marketing Department
of Enterprise Cables Ltd for 2 years and have been very happy there
gaining a lot of valuable experience. However, the office is quite
small and | now wish to widen my experience and hopefully improve
my prospects.
My former headmistress has written the enclosed testimonial and has
kindly agreed to give further details should they be needed. If you are
interested in my application my present employer has agreed to provide
further information.
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| am able to attend an interview at any time and hope to hear from you
soon.

Yours sincerely

Application for post of Sales Manager

Dear Sir

Mention the post || was very interested to see your advertisement
and advertisement |for a Sales Manager in yesterday’'s Daily
Telegraph and would like to be considered for

this post
Enclose CV and My full particulars are shown on my enclosed
briefly discuss curriculum vitae, from which you will see that
working | have had 10 years’ experience in the sales
experience departments two well-known companies.

My special duties at Oral Plastics Ltd include
training of sales personnel, dealing with the

company’s foreign correspondence and
organising market research and sales promotion
programmes.
Mention why you || thoroughly enjoy my work and am very happy
are applying here but feel that the time has come when

my experience in marketing has prepared me for
the responsibility of full sales management.
Refer to referees |Mr James Watkinson, my Managing Director,
and Ms Harriet Webb, Sales Manager
of my former company, have both consented
to provide references for me: their details can
be found on my curriculum vitae.

Suitable close | shall be pleased to provide any further
information you may need and | may be given
the opportunity of an interview.

Yours faithfully

Application for a teaching post

This letter of application is sent by a trainee teacher to the Chief
ec Officer of one’s local authority enquiring about suitable teaching
posts
Dear Sir

At the end of the present term | shall complete my one-year
teacher training course at Garnett College of Education. For domestic
reasons, | would like to obtain a post at a school or college in the area
administered by your authority.
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From my curriculum vitae which is attached you will see that | have
6 0 level and 2 A level passes, as well as advanced qualifications
in many secretarial subjects. | have held secretarial positions in the
London area for a total of 8 years, during which time | studied for
my RSA Shorthand and Typewriting Teachers’ Diplomas. Having
enjoyed the opportunity to teach these subjects in evening classes
at the Chingford Evening Institute for 2 years, | was prompted to take
up a full-time Certificate in Education at Garnett.
| like young people and get on well with them, and | am looking forward
helping them in the very practical way which teaching makes possible.
If there is a suitable vacancy in your area, | hope you will consider me for it.
Yours faithfully
Application for post of Data Processing Trainee

In this letter the writer gives details of his or her education and
qualifications in his or her letter instead of a separate curriculum vitae.
This style is useful when the applicant does not have a lot of previous
working experience to warrant a CV.
Dear Sir
| would like to apply for the post of Management Trainee in your Data
Processing Department advertised today in The Guardian.
| obtained A level passes in Mathematics, Physics and German
at Marlborough College, Wiltshire. The College awarded me an open
scholarship to Queens College, Cambridge, where | obtained a first
in Mathematics and a second in Physics. After leaving University last
year | accepted a temporary post with Firma Hollander & Schmidt in order
to improve my German and gain some practical experience in their
laboratories at Bremen. This work comes to an end in 6 weeks time.
My special interest for many years has been computer work and
I should like to make it my career. | believe my qualifications
in Mathematics and Physics would enable me to do so successfully.
I am unmarried and would be willing to undertake the training courses
away from home to which you refer in your advertisement.
My former Housemaster at Marlborough, Mr T Gartside, has consented
to act as my referee (telephone 0117 234575) as has Dr W White,
Dean of Queens College, Cambridge (telephone 01246 453453). | hope
that you will take up these references and grant me the opportunity
of an interview.
Yours faithfully
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An unsolicited application

An unsolicited application is the most difficult to write since there
is no advertisement or introduction to tell you anything about the work
or indeed whether there is a vacancy. In such a situation you must try
to find out something about the company’s activities and then show
how your qualifications and experience could be used.
Dear Sir
For the past 8 years | have been a Statistician in the Research Unit
of Baron & Smallwood Ltd, Glasgow. | am now looking for a change
of employment which would widen my experience and at the same
time improve my prospects. It has occurred to me that a large
and well known organisation such as yours might be able to use
my services.
| am 31 years of age and in excellent health. At the University
of London specialised in merchandising and advertising, and was
awarded a PhD degree for my thesis on ’'Statistical Investigation
in Research’. | thoroughly enjoy working on investigations particularly
where the work involves statistic.
Although | have had no experience in consumer research, | am familiar
with the methods employed and fully understand their importance in the
recording of buying habits and trends. | should like to feel that there
is opportunity to use my services in this type of research and that you
will me to attend an interview. | could then give you further information
and bring testimonials.
| hope to hear from you soon.
Yours faithfully

TESTIMONIALS

As well as sending a copy of your curriculum vitae with
an application is useful to send copies of any testimonials you may
have from employers. The originals of such open testimonials are
addressed TO WHOM IT MAY CONCERN. They are generally given
by your previous employers if requested; you should always retain the
originals and send photocopies prospective employers.

There is no legal obligation for anyone to give a testimonial, but
if one is written it must state only what is true otherwise the writer
may become legally liable, either to the applicant for libel (a statement
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damaging a person’s reputation), or to the employer if the test at all

misleading.

Any testimonial should follow the following 4-Point Plan:
1. state duration of employment and post(s) held
2. give details of the duties carried out
3. mention work attitude and personal qualities
4. finish with a recommendation
Formal testimonial for Secretary:

This testimonial

was requested by an employee who worked

at a company for a period of 8 years until she took up teacher training

Duration
of employment/
Position

Duties

Working
attitude

Personal
qualities

Recommen-
dation

TO WHOM IT MAY CONCERN

Miss Sharon Tan was employed as Shorthand
Typist in this Company’s Sales Department when
she left secretarial college in July 20 —. She was
promoted to my Personal Secretary in 20 —.

Her responsibilities included the usual secretarial
duties involved in such a post as well as attending
meetings, transcribing minutes and supervising and
advising junior secretaries.

Sharon used her best endeavours at all times
to perform her work conscientiously and
expeditiously. She was an excellent secretary,
an extremely quick and accurate shorthand typist
and meticulous in the layout presentation and
accuracy of her work. | cannot noverstress her
exceptional work rate which did not in any way
detract from the very high standards she set for
herself.

Sharon enjoyed good health and was a good time-
keeper. She was very personable, friendly, sociable
and quick to share in a joke. It was a great loss
to both me and the Company when Sharon took
up teacher-training.

In my opinion, Sharon has the necessary character,
dedication and approach to be suitable for the
position of personal secretary or to enter the
teaching profession. | can recommend her highly
and may be contacted for further information.

IAN HENLEY

Deputy Chairman
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Testimonial for Head of Department

Here is another very favourable testimonial which was issued
to someone who left a private college after completing a 2-year contract
as Head of Department.

TO WHOM IT MAY CONCERN

Norman Tyler has been employed by this College as Head of Business
Studies from August 20 — to 9 March 20-.

As well as capably handling the responsibilities for the overall
administration of his department Norman ably taught Economics,
Commerce and Management Appreciation to students of a wide range
of ability and groups on courses leading to Advanced LCCI examinations.

Norman is a highly competent and professional teacher whose
class preparation is always thorough and meticulous. His committed
approach teaching is matched by his administrative abilities. He has
made a substantial contribution to course planning, student counselling,
curriculum development and program marketing.

Norman possesses an outgoing personality and he mixes well.
He makes full contribution to a team and is popular with his students
and colleagues alike.

In view of his dedication and ability I am confident that Norman will
prove to be a valuable asset to any organization fortunate enough
to employ him. It is with pleasure that | recommend him highly and
without hesitation.

FAISAL SHAMLAN
Principal

FAVOURABLE REFERENCES

Even if testimonials are provided at the time of sending
an application letter it is usual to state (either on your CV or covering
letter) the names of one or two people who have consented to act
as referees. Prospective employers may contact such referees either
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by telephone or letter to obtain further in about an applicant's work
performance and character.
Letter taking up a reference

Dear Mrs. Lambert

Mention Mr. James Harvey, at present employed
applicant’s name by you as Foreign Correspondent has applied
and post applied for [to us for a similar post and has given your
name as a reference.

Ask for information || should be grateful if you would state whether
about his work his services with you have been entirely
satisfactory and whether you consider
he would be able to accept full responsibility
for the French and German correspondence
in a large and busy department.

Include specific | am aware that Mr. Harvey speaks fluent
details regarding French and German but | am particularly
ability interested in his ability to produce accurate

translations into these languages of letters that
may be dictated to him in English.

Give an assurance |Any other information you can provide would
of confidentiality be appreciated, and of course will be treated
as strictly confidential.

Yours sincerely

Favourable reply

In this reply, the writer recommends the employee very highly and
without hesitation, feeling confident that he can carry out the duties
required in the post stated.

Dear Mr Brodie

| am pleased to be able to reply favourably to your enquiry of 6 April
concerning Mr James Harvey.

Mr Harvey is an excellent linguist and for the past 5 years has been
in sole charge of our foreign correspondence, most of which is with
European companies especially in France and Germany.

We have been extremely pleased with the services provided
by Mr Harvey. Should you engage him you may rely upon him to produce
well-written and accurate transcripts of letters into French and German.
He is a very reliable and steady worker and has an excellent character.
We wish him success, but at the same time shall be very sorry to lose him.
Yours sincerely
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Cautious reply

In this reply the writer is very cautious, implying that the applicant lacks
the experience needed for control of a department. However the writer
is very careful not to come straight out and say this in so many words
Dear Mr Brodie

Thank you for your letter of 6 April concerning Mr James Harvey.

Mr Harvey is a competent linguist and for the past 5 years has been
employ senior assistant in our foreign correspondence section. He has
always been conscientious and hard-working. Whether he would
be capable of taking responsibility for a large and busy department
is difficult to say; his work has always been carried out under
supervision.

Should you require any further information please do not hesitate
to contact me

Yours sincerely

Enquiry letter requesting a reference

In this letter another prospective employer requests information about
work and character of an applicant

Dear Mr Jones

Mr Lioel Picton has applied to us for an appointment as Manager
of our faculty in Nairobi. We are leading manufacturers of engineered
components used in petrochemical industry and are looking for
a qualified engineer with works manager’'s experience in medium
or large batch production.

Mr Picton informs us that he is employed by you as Assistant Manager
of your factory in Sheffield. We should be grateful for any information
you can give about his competence, reliability and general character.
Any information provided will be treated in strictest confidence.

Yours sincerely

Favourable reply

Dear Mr. Gandah

Acknowledge letter |Thank you for your letter of 6 August regarding
give background Mr Lionel Picton, who has been employed
information by this Company for the past 10 years.

Give details about Mr Picton served his apprenticeship with
the applicant’s work |Vickers Tools Ltd in Manchester, followed
qualification and by a three-year course for the Engineering
attitude and Work Study Diploma of the Institute
Production Engineers.
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He is technically well-qualified and for the
past five year been our Assistant Works
Manager responsible for production and
associated activities in, our Sheffield factory.
In all aspects of his work he has shown
himself to be hard-working, conscientious
and in every way a very dependable
Finish with employee.

a recommendation || can recommend Mr Picton without the
and personal word |slightest hesitation. | feel sure that if he was
about the applicant |appointed to manage your factory in Nairobi
he would bring to his work a genuine spirit
of service, which would be found stimulating
and helpful by all who worked with him.

Yours sincerely

Applicant’s thank you letter

Those who have provided references will naturally be pleased
to know how the applicant has fared and whether successful or not.
Applicants should therefore always inform and thank those who
supported them.
Dear Mr. Freeman
| would like to thank you for supporting my application for
the post as Manager of the Barker Petrochemical Company
in Nairobi.
I know that the generous terms in which you wrote about me had much
to do with my being offered the post and | am very grateful to you for
the reference you provided for me.
Your help and encouragement has always been much appreciated and
this will always be remembered.
Yours sincerely
Enquiry using numbered points
In this enquiry the writer is looking for certain qualities. To make sure
that each one is covered in a reply, numbered points are used.
Dear Miss French
Introduction states |Miss Jean Parker has applied for a post
name of applicant |as Administrator in our Sales Department. She
and post applied for | states that she is presently employed by you
and has given your name as a referee.
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Specific questions |1 should be grateful if you would answer the

regarding the following questions regarding her abilities and
applicant are character:
numbered and 1. Is she conscientious, intelligent and
listed trustworthy?
2. Is she capable of dealing with any difficult
situations?

3. Are her keyboarding and administrative
skills satisfactory?

4. Is she capable of dealing accurately with
figure work?

5. Is her output satisfactory?

6. Does she get on well with her colleagues?
7. Is her health and time-keeping satisfactory?
Give an assurance |Any information you are kind enough
confidentiality to provide of will be treated in strict confidence.
Yours sincerely

Reply

Dear Mr Kingston

In reply to your letter of 15 April | have nothing to say but good about
Jean Parker. She has been employed as Assistant Sales Administrator
in our general office for the past 2 years and | feel sure that you will find
her in every way satisfactory.

In reply to each of the questions in your letter, | have no hesitation
in saying that Miss Parker meets all these requirements.

We will be sorry to lose Miss Parker, but realise that her abilities
demand wider scope than is possible at this Company.

Yours sincerely

Favourable reference — Former Student

Dear Mrs Thompson

MISS CAROLINE BRADLEY

In reply to your enquiry of 3 June | welcome the opportunity to support
Bradley’s application for the post of your Marketing Assistant.

Miss Bradley was a student at this College during the year 20— to 20—
Admission to this intensive one-year course is restricted to students with
school-leaving qualifications. The fact that Miss Bradley was admitted
course is in itself evidence of excellent academic ability. Upon completing
course she was awarded the title 'Student of the Year’, being the student
gaining highest qualifications over the one-year course.
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In all other respects Miss Bradley's work and attitude were entirely
satisfactory, and | can recommend her to you with every confidence. | feel
sure that if she was appointed she would perform her duties diligently reliably.
Yours sincerely

Favourable reference — Department Manager

Dear Mr Lee

In reply to your letter of yesterday Mr Leonard Burns is both capable
and reliable. He came to us 5 years ago to take charge of our Hardware
Department.

Leonard knows the trade thoroughly and does all the buying for his
department with notable success. | know that for some time he has
been looking for a similar post with a larger store. While we would
be sorry his services, we would not wish to stand in the way of the
advancement which could be offered by a store such as yours.

Yours sincerely

UNFAVOURABLE REFERENCES

If an employer is asked for a testimonial by an employee whose
services have not been entirely satisfactory, the safest course of action
is to tell the employee that their name may be given as a referee.

There is always a danger that unfavourable reports may be seen
by unauthorised people so it is safer to make such comments either
over the telephone or in person instead of in writing. If an unfavourable
reference is put in writing, it should be worded with caution and restraint
and with as little detail as possible.

Unfavourable reference

Dear Ms Samson

A reference such | am replying to your letter of 18 January
as this would almost | in which you enquire about Mr lan Bell Mr Bell
certainly prevent was employed as Clerk in this Company from
this prospective February to October last year. We released
employee from him because his work fell below the standards

getting good post we normally require. His punctuality also left
anywhere, but if the |a lot to be desired and he had a disturbing

writer sincerely influence on other members of our staff. Mr Bell
believes in what is an intelligent young man and with the exercise
is said then they of a little self-discipline he could do well. However,
should not fear from my personal experience | am afraid that
to send it | cannot conscientiously recommend him.

Yours sincerely
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Alternative unfavourable reference

Dear Ms Samson

The letter in 16.19 | am replying to your letter of 18 January
is specific about the in which you enquire about Mr lan Bell.
applicant’s unsuitability. | This young man was a member of our
Perhaps a safer and wiser | clerical staff from February to October
course would be to write |last year but | am sorry to say that

in more general terms we did not find him suitable. It is quite
and to be less specific possible that he may do better in another
in criticism, as in this letter | office.

Yours sincerely

INTERVIEW LETTERS

If a lot of applications are received for a post it is unlikely that all
applicants be interviewed. In such cases a shortlist will be drawn
up of those thought to be most suitable for interview. Letters should
also be sent to the unsuccessful applicants.

Invitation to attend for interview

A letter inviting an applicant for interview should first acknowledge
the application, and then go on to give a day, date and time for the
interview. The name of the person the applicant should ask for should
also be stated. Confirmation is often requested,

Dear Miss Wildman

SENIOR SECRETARY TO TRAINING MANAGER

Thank you for your application for this post.

You are invited to attend for an interview with me and Mrs Angela
Howard, Training Manager, on Friday 29 May at 3.30 pm.

Please let me know either by letter or telephone whether this
appointment will be convenient for you.

Yours sincerely

Confirmation of attendance

Dear Mrs Graham

SENIOR SECRETARY TO TRAINING MANAGER

Thank you for your letter inviting me to attend for interview on Friday
29 May at 3.30 pm.

| shall be pleased to attend and look forward to meeting you and Mrs
Howard

Yours sincerely
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Letter of rejection before interview

It is courteous to write to the applicants who have not been included
on th shortlist. It can be worded in such a way so that it does not cause
offence o negative feelings

Dear

Thank you for your application for the post of Senior Secretary to the
Training Manager.

We have received many applications for this post. | am afraid that
your experience and qualifications do not match all our requirements
closely enough so we cannot include you on our shortlist for
this post.

| realise you will be disappointed but would like to thank you for the
considerable time and effort you put into preparing your application.
You have a lot of useful experience and | am sure that you will soon
find suitable employment.

Yours sincerely

OFFERS OF APPOINTMENT

Letters appointing staff should state clearly the salary and any other
conditions of appointment. If the duties of the post are described
in detail on a Job Description and enclosed with the letter, it will not
be necessary to duplicate such details in the letter itself.

Letter confirming offer of employment

If an appointment is made verbally at the interview, it should be
confirmed by | etter immediately afterwards.

Dear Miss Wildman

Offer the job | am pleased to confirm the offer we made
and include to you yesterday of the post of Senior
a commencement Secretary to the Training Manager,
date commencing on 1 August 20—.

Specify the duties Your duties will be as outlined at the
or enclose Job interview and as described on the attached
Description Job Description.

Include details This appointment carries a commencing salary

of salary and holidays | of €15,000 per annum, rising to €16,500 after
one year’s service and thereafter by annual
review. You will be entitled to 4 weeks annual
holiday.
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Mention termination
information

Ask for confirmation

The appointment may be terminated at any
time by either side giving 2 months notice
in writing.

Please confirm that you accept this
appointment on terms stated and that you
will be able to commence your duties on
1 August.

Yours sincerely

JOB DESCRIPTION

A job description gives details of the duties and responsibilities
involved in post, including any supervisory duties, specific authority and
any special features of the post.

If plain paper

is used include the
company’s name.
Sometimes
letterheaded paper
is used

Use appropriate
headings relevant
to the post

Sometimes specific
requirements of the
post holder are
included

List the main duties
and responsibilities

Turner Communications
JOB DESCRIPTION

JOB TITLE Senior Secretary
REPORTS TO Training Manager
LOCATION Head Office, Sheffield
MAIN PURPOSE To provide a confidential
secreterial and support service to the Training
Manager

REQUIREMENTS

1. Previous experience at senior level

2. Skills: Microsoft Office, notetaking skKills,
minute taking skills, good organizer, good
interpersonal skills

3. High standard of education with appropriate
secretarial/administration qualifications.

4. Abilities: use initiative, decide priorities,
work

MAIN DUTIES AND RESPONSIBILITIES
1. To provide secretarial support to
Training Manager.

2. To deal with mail, answer
enquiries, take messages and

the

telephone
compose

correspondence.
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Make sure all points
are expressed

in a consistent style
(eg “To”)

3. To take shorthand dictation and deal with
instructions from manuscript, audio or disk
and to transcribe documents accurately and
consistently.

4. To maintain the diary of the Training
Manager.

5. To arrange meetings and produce accurate
minutes.

6. To arrange training courses and seminars.
7. To make travel and accommodation
arrangements as may be required.

8. To ensure the security of the office and
confidential documents.

9. To carry out any other duties as may
be expected in a post of this level.




CHAPTER 6. TRAVEL AND HOTELS

In dealing with business travel it may be necessary to arrange for
passports to be supplied or renewed, obtain visas when necessary,
book travel by air or sea, and make accommodation reservations.
Itineraries will also be necessary for business people who travel.
Enquiries about such matters are usually made in the first instance
by telephone to a travel agent who will deal with most travel
requirements on your behalf. Such arrangements need then only
be confirmed in writing. This chapter looks at a variety of letters
in connection with travel arrangements, including the essential
document for business travellers, the itinerary.

PASSPORTS

A passport is a document of identification issued by the government
of a country to ensure protection of its subjects who travel overseas.
British subjects of the United Kingdom should obtain a passport
application form from any main post office or large travel agent. The
completed application form, together with relevant documentary
evidence and fee, should be sent to any of the regional offices
of the Passport Division of the Foreign Office: London, Liverpool,
Peterborough, Glasgow, Newport or Belfast. Postal applications
are normally processed within 3-5 weeks of receipt. If a passport
is required urgently, a personal visit to a passport office can ensure
processing within about 5 days. Standard passports are valid for
10 years. New regulations mean that husband and wife passports are
no longer issued; any children should be included on the passports
of both parties. Full particulars regarding passports are issued with
application forms.

Request for passport application form

Dear Sir

Early next year | intend to visit a number of countries in the Far East
and Australasia. Please send me a passport application form and
a list of the addresses to which applications for visas for the various
countries should be sent.

| have not previously held or applied for a passport of any description.
Yours faithfully
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Formal application for passport

Dear Sir

| have completed and enclose my application form for issue
of a United Kingdom passport. Also enclosed are two passport
photographs (one certified at the back), my birth certificate and
a cheque for the passport fee.

| propose to leave England on 15 January. Please ensure that
my passport is prepared and sent to me in good time to enable
me to obtain the necessary visas.

Yours faithfully

VISAS

Visas are required for travel to many countries. Travel arrangements
may be made through a travel agent, who will usually obtain any
visa which is necessary. Alternatively, visas may be obtained upon
application to the visa department of the high commissioners (for
British Commonwealth countries) or consuls (in foreign countries) of the
countries concerned. A list of their addresses can be obtained from any
passport office.

Applications for visas must be returned with the appropriate fee and
any documents requested. These may include the applicant’s passport,
photograph, vaccination or other health certificate, travel ticket and
perhaps a statement from an employer or other sponsor guaranteeing
the applicant’s financial security during overseas visits.

Request for visa application form

Dear Sir

Our Sales Director, Mr Robert Dickson, proposes to visit Australia in
2 months time on Company business.

As | understand a visa is necessary, please send me the appropriate
application form, together with details of your visa requirements.

Yours faithfully

Formal application for visa

Dear Sir/Madam

| enclose the completed application form for an entry visa to enable
Mr Robert Dickson, Sales Director of this Company, to visit Australia.

Mr Dickson will be leaving London on 5 August for a business tour
of Singapore and Hong Kong. Subject to issue of the necessary visa,
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he proposes to fly to Perth, Western Australia, on 7 August. Thereafter
he will be visiting Melbourne, Sydney and Cairns.
The purpose of Mr Dickson’s visit to Australia is to gain information
about recent developments in education there, with special reference
to the use of our publications. He intends to visit departments
of education, universities, commercial and technical colleges and
other educational organisations as well as leading booksellers. This
Company guarantees Mr Dickson’s financial security during his stay
as well as payment of all expenses incurred.
The following supporting documents are enclosed:
1. Mr Dickson’s passport.
2. A cheque for the visa fee.
3. A registered stamped addressed envelope for return of the
passport.
4. A copy of the Company’s publications catalogue for your reference.
If you require any further information please do not hesitate to let
me know. Yours faithfully

TRAVEL BY AIRISEA

There are two main types of airline customer — the business
traveller and the holidaymaker. Business travellers usually make
their arrangements at very short notice and as a rule make their
reservations direct with the airline, often by telephone. Holidaymakers
usually employ travel agents to make their arrangements well
in advance.
Enquiry concerning flights

Request

In this fax the writer enquires with the Reservations Officer of British
Airways regarding flights between London and New York.

My Company will be arranging a number of business trips to New York
during the next 3 months.

Please send me information concerning flights (outward and return)
including departure times and cost of single and return fares.

We are particularly interested in information relating to reduced fares
Reply

This reply is both courteous and helpful, giving confidence.
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Many thanks for your enquiry of 5 September.
| enclose a timetable giving details of outward and return flights
between London and New York together with a price list in which you
will find details of both ordinary and discounted fares. As you will see
from this list discounted fares can be as little as one-third of the normal
fare.
A visa is necessary for all visitors to the United States.
If I can be of any further assistance please do not hesitate to contact
me
Enquiry concerning car ferry
Car ferries are an alternative to flying to Europe. In this letter the writer
requests details of car ferries from a well-known operator.
Enquiry
Dear Sir/Madam
Later this year | propose to tour Western Europe with friends and | wish
to take a car with me.
Please send me details of your car ferry service including your terms
and conditions for transporting a Mercedes-Benz and three passengers
from Dover to Calais.
As this would be my first use of the car ferry service | am not familiar
with Customs and other formalities involved. | should be grateful for any
information you can provide.
Yours faithfully
Reply
Dear Mr Hanley
Thank you for your letter of 4 August requesting details, of our car ferry
service.
A brochure is enclosed giving all the information you require together
with prices and a timetable.
Formalities for touring Europe by car are now simpler than ever before.
All that is necessary is for you to check in at our Dover office one hour
before departure time and to produce the following documents:

1. Your travel ticket
Your passport
Your car registration papers
A valid British driving licence
An international insurance 'green card’
Your car must carry a GB nationality plate.

o0k whN
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If you require further details please contact me. Meanwhile | hope you
enjoy travelling with British Car Ferries Ltd.
Yours sincerely

Enquiry concerning sea journey
In this letter the writer makes enquiries about travel on ocean liners.
Enquiry
Dear Sir/Madam
| am interested in your sailings to New York during August
or September this year. Please let me have any available literature
giving information about the ships scheduled to sail during this period.
Please also let me have details of fares (single and return) for both first
and second-class travel.
I look forward to hearing from you soon.
Yours faithfully
Reply
Dear Mrs Morrison
Thank you for your letter of 11 June enquiring about sailings to New York.
In the enclosed copy of our Queen Elizabeth 2 sailing list you will find
details of sailings and of first-class and tourist fares including excursion
fares in both classes.
A valid passport is necessary for all passengers, but an international
certificate of vaccination is no longer necessary. All passengers other
than United States citizens and holders of re-entry permits will also
require a visa issued by a United States consul.
As the Company’s liability for baggage is limited under the terms of the
passenger ticket, we strongly urge passengers to insure against all risks for
the full period of their journey. | shall be glad to supply details on request.
Please let me know if | can be of further assistance.
Yours sincerely
Reservation of berths
Dear Sir
Thank you for sending me information about the sailings of Queen
Elizabeth 2.
Please make a reservation in my name for a first-class single cabin on
3 August sailing to New York. Full payment is enclosed.
| look forward to receiving confirmation of my reservation, together with
travel ticket.
Yours faithfully
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Enquiry concerning holiday cruises

In this letter the writer enquires about holiday cruises.

Enquiry

Dear Sir

| am interested in learning more about 10-14 day holiday cruises
offered by your organisation for this summer.

Please let me have the relevant brochure as well as costs for tourist
class travel.

Yours faithfully

Reply

Dear Mrs Tonks

Thank you for your enquiry of 10 February.

I have pleasure in enclosing our illustrated brochure which contains
full details of our summer cruises, as well as tourist-class fares. Also
enclosed is a leaflet showing the accommodation available for the
coming summer; as the booking position is constantly changing this
leaflet can serve only as a broad guide to what we can offer.

Please let me know if you require further information or assistance.
Yours sincerely

HOTEL ACCOMMODATION

Most large hotels are organised as companies and enquiries should
be addressed to The Manager. Private hotels are much smaller and
enquiries should be addressed to The Proprietor, by whom they are
usually owned and managed.

When requesting information about a prospective booking be sure
to observe the following rules:

» Keep your letter short and to the point.

 State your requirements clearly and concisely. To avoid misunderstan-
ding mention days as well as dates for which accommodation
is required, as well as the exact period of your stay if it is known (eg 'from
Monday 6 to Friday 10 July inclusive’).

« State times of arrival and departure if known.

* Request confirmation of the booking if there is time.

Booking company accommodation at a hotel

In this enquiry a company writes to the Manager of a London hotel
requesting information about accommodation.
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Enquiry

Dear Sir/Madam

My company will be displaying products at the forthcoming British
Industrial Fair at Earls Court and we shall require hotel accommodation
for several members of staff. Please send me a copy of your current
brochure and details of terms for half board.-Please also indicate if you
have one double and three single rooms available from Monday 13
to Friday 17 May inclusive.

| hope to hear from you soon.

Yours faithfully

Reply

Dear Miss Johnson

Thank you Thank you for your letter of 15 March.
Enclose brochure As requested | enclose a copy of our
brochure in which you will find all the
necessary details required.

Repeat details We presently have one double and three
of rooms and single rooms available from Monday 13
dates to avoid to Friday 17 May inclusive. However

misunderstanding |as we are now entering the busy season
and bookings for this period are likely
to be heavy, we recommend that you make
your reservation without delay.

Refer to advantages |You will see from our brochure that this

offered by the is a modern hotel and | am sure your staff
hotel - this will would be very comfortable here. We are well
build up a cordial served by public transport to Earls Court,
relationship and and it should be possible to reach there within
could lead to further | 15 minutes.

business I hope to receive confirmation of your

reservation soon.

Confirmation of reservation

In the first instance you would normally telephone the hotel to make
your reservation. This would be confirmed in writing immediately.
Dear Mr Nelson
Thank you for your letter of 17 March and our telephone conversation
today. | confirm reservation of one double and three single rooms from
13-17 May inclusive, with half-board. Names of guests are:

Mr & Mrs Philip Andersen
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Mr Geoffrey Richardson

Miss Lesley Nunn

Mr Jonathan Denby
The account will be settled by Mr Philip Andersen, our
Company’s General Manager.
Yours sincerely
Booking private accommodation
Enquiry
Dear Sir/Madam
| shall be passing through London next week and would like to reserve
a single room for Wednesday and Thursday 18 and 19 October.
My previous stays at the Norfolk Hotel have always been very
enjoyable; | particularly like the rooms overlooking the gardens. If one
of these rooms is available | hope you will reserve it for me.
| expect to arrive at the hotel in time for lunch on the 18th and shall
be leaving immediately after breakfast on the 20th.
Yours faithfully
Reply
Dear Mr Robinson
Thank you for your letter of 10 October.
| was glad to learn that you have enjoyed your previous visits to the
Norfolk Hotel. Unfortunately, a room overlooking the garden is not
available for the dates you requested. However, | have several pleasant
rooms on the south side of the hotel, away from traffic noise and with
an open view of the nearby park and lake.
The charge for these rooms is £85 per night. You will find all details
in the enclosed brochure.
| have provisionally reserved for you one of the rooms mentioned for
the two nights of Wednesday and Thursday 18 and 19 October.
Please let me have your confirmation as soon as possible.
Yours sincerely
Booking private accommodation overseas
The writer here writes to a hotel overseas mentioning that the hotel has
been recommended by a friend.
Enquiry
Dear Sir/Madam
Your hotel has been highly recommended by a friend who stayed there
last year.
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I will be arriving in Singapore at 1730 hours on Monday 15 April
on flight SQ24, accompanied by three friends. We wish to stay
in Singapore for 4 nights, i.e. 15-18 April inclusive before arranging
independent travel by land in Malaysia.

Please let me know if 2 twin-bedded rooms are available for this period,
and what the charges would be. | also understand that your hotel
arranges local tours; full details would be appreciated.

| hope to hear from you soon.

Yours faithfully

Reply

In this reply, the Reservations Officer takes the trouble to point out the
benefit in the hotel's position and additions since the enquirer’s friend
visited.

Dear Mr Hill

| am pleased to learn from your letter of 2 February that The Lion Hotel
was recommended to you.

A copy of our illustrated brochure is enclosed showing the hotel's many
facilities. You will note the recent improvements made to our pool area,
with adjoining gym and leisure facilities.

Our hotel's tour operator is Century Tours and a brochure
is attached giving details of their half and full-day tours. There would
be no problem in reserving places on any of these tours when you
arrive in Singapore.

| have taken the liberty of making a provisional reservation of
2 twin bedded rooms from 15-18 April at a cost of 120 per night. This
reservation will be held until 1 March and your confirmation would
be appreciated before that date.

Arrangements can be made for our courtesy pick-up service to meet
your flight SQ24 at 1730 on 15 April if you mention this at the time
of confirming your reservation.

You will find The Lion Hotel very convenient for transport both by MRT
(Mass Rapid Transport) and bus. It is also within 5 minutes walking
distance of Orchard Road.

| look forward to extending the hospitality of The Lion Hotel to your
party and hope to receive confirmation of your reservation before
1 March.

Yours sincerely



148

HOLIDAY ACCOMMODATION AND ITINERARIES

Information about hotels, guest houses and holiday flats may be obtained
from the annual holiday guides prepared by the publicity departments of the
holiday resorts. These guides contain details of the resort's attractions —
places of interest, entertainments, sport, museums, art galleries and cultural
activities. Copies are sent on request usually free of charge.

Request for holiday guide

Requests for guides need only be very short and formal and unless
a payment is required may be made on a postcard. Copies of the guide
are usually sent out with a compliments slip instead of a formal letter

Dear Sirs

Please send me a copy of your official holiday guide and a list of hotels

and guest houses.

| enclose a large stamped addressed envelope.

Yours faithfully

Enquiry for hotel accommodation

Enquiry

Dear Sir/Madam
Introduction | found the name of your private hotel in the
mentions holiday guide received from the Bridlington
background details |Information Centre.

Mention rooms
and mention
dates, and specific

Please let me know if you have accommodation
for a family of 5 for 2 weeks commencing Saturday
10 August. We shall require 2 twin-bedded rooms

Confirm rooms

are available and
repeat dates.
Respond to special
request

requirements and 1 single room — the single room should
be on the ground floor or near to the lift as it is for
my elderly mother.
Ask for If you can provide this accommodation please
confirmation and |send me a copy of your brochure and also your
further details terms for full board.
Yours faithfully
Reply
Dear Mr Leeson
Thank you Thank you for your enquiry dated 15 April.

| am pleased to say that the accommodation you
require is available for the weeks commencing
Saturday 10 August. We can offer you two
adjacent twin-bedded rooms on the first floor,
with a single room on the same floor conveniently
located about 10 metres from the lift.
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Should this distance present a problem we can
place a wheelchair at your disposal.

State why early Early confirmation of this accommodation
confirmation is necessary as bookings for August are
is necessary always heavy and | should not wish you

to be disappointed.
Enclose brochure |A brochure containing details of our charges

and dose with is enclosed. We hope you will give us the
a personal touch |opportunity to welcome your family to the
Northcliffe.

Yours sincerely

Enquiry to a small private hotel
Enquiry
Dear Sir/Madam
Your hotel has been recommended to me by Mr & Mrs John Windsor
who tell me they spent a very happy fortnight with you last summer.
| am planning to bring my family to St Annes for 2 weeks between
mid-July and the end of August, and hope you will be able
to accommodate us. We need one double and one twin-bedded room
for my wife and myself and our two young children.
Our holiday arrangements are fairly flexible and any 2 consecutive
weeks within the period mentioned would be suitable.
An early reply would be appreciated so that our holiday arrangements
can be completed as soon as possible.
Yours faithfully
Reply
Dear Mr Wilkinson
Thank you for your letter of 10 April. | remember Mr & Mrs Windsor very
well; please pass on my thanks for their recommendation.
We are already fully booked for the month of August but the flexibility
of your arrangements enables us to offer you one double and one twin
bedded room for 2 full weeks from Saturday 18 July.
We are provisionally reserving this accommodation for you, but would
appreciate your written confirmation within one week.
Our current brochure is enclosed for your information.
We look forward to welcoming you to St Annes and assure you that
everything possible will be done to make your stay here a very happy one.
Yours sincerely
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Enquiry to the proprietor of holiday flats

Enquiry
Dear Sir/Madam
We wish to arrange a family holiday for 2 weeks from Saturday
14 August. Please let me know whether you have accommodation
available which would be suitable for my husband and me, as well
as our two teenage children. We also wish to bring our dog, a clean and
well-trained Irish setter.
If you are able to accommodate us during this period, please let
me know the facilities available in your holiday flats, together with your
charges.
Yours faithfully
Reply
Dear Mrs Turner
Thank you for your recent enquiry regarding holiday accommodation for
your family for 2 weeks from Saturday 14 August.
| am pleased to say that we have a holiday flat available which would
be suitable for your family. This flat is on the first floor and comprises
one double and two bunk beds, as well as cooker, fridge, sink,
wardrobes and bedside drawers.
We do allow dogs in our holiday flats and refer you to the rules
contained in our enclosed brochure. Schedules of prices are also
shown on the separate leaflet.
We hope to welcome you to Thornton Holiday Flats and advise you
to make an earl reservation.
Yours sincerely
Itineraries

An itinerary gives full details of a journey in order of date. It shows
all travel arrangements, accommodation and appointments. It is usual
to use subheadings and columns so that the information is displayed
attractively and is easy to refer to.



VOCABULARY

A
accountant 6yxrantep
accounting 6yxrantepbCKuii 061iK, 3BITHICTb

acid:-with care! O6epexHo — kucnotal (Hadnuc Ha mapi), ~proof
KMCNOTOCTINKWiA

acknowledging of orders niaresepaXeHHsi 3aMOB/IEHb

act: ~ for the firm 3axuwarn iHTepecn dipmun, [iATM 3apagm
ipmu; ~ on behalf of third party gisatn Big imeHi TpeTboi ocobu;
~ on somebody’s behalf gistu Big ocooun

acting as a trustee ToOlA, XTO BUCTyNa€e B SIKOCTi PO3NOpsifHMKa MaliHa
Ha 3acajax AOoBip4yOoi BNACHOCTI

add cknapgartu, gogasatu

address: inside ~ agpeca oTpumyBaya nucta; printed return ~ Bxe
HaJpykoBaHa 3BOpPOTHA ajpeca (Hanp., Ha KoHsepmi); we are not
certain to what ~ My He BNeBHEHiI, 3a SIKOK apecoto

addressee agpecat
adhesive labels apnviku, o npuknetooTsLEA

adjust:  KopektyBaTW, YTOYHOBATU (M0 4ac  po3paxyHkKis);
po3paxoByBaTV CyMy CTpaxoBMX BUMIaT; ~ an account yTOYHUTMK,
CKOPEKTYBaT/ paxyHOK

adjuster (mx. average adjuster) pgucnawep (npuliMae yyacme
B OYiHYi cmpaxosux BUMO2 cmpaxyBa/ibHUKIB)

adjustment: yTOYHEHHSl, KOpEKTyBaHHS; BUMPAaB/EHHS (3arnucis
Yy KHueax), ~ of charges y3rofkeHHsi HapaxyBaHb

adopt: ~ the practice B3aT1 3a npaBuno

advance: aBaHcyBaTW; ~ against payments aBaHC Yy paxyHOK
nnarexis; ~ to the supplier aBaHCc noctayasibHUKY; ~ up to a sum
of aBaHC y po3mipi

advice: nosigomneHHs, cnosieHHs; ~ of dispatch cnosiweHHa npo
BiANpaB/ieHHs BaHTaxa; ~ of payment noBigoMNEHHA NPO OTPUMAHHSA
rpoLLeil, NoBigOMIEHHA Npo nnatexi; ~ of receipt cnosiweHHA Npo
OTPUMaHHS BaHTaxa; under ~ 3rigHo aBi3o (mobmo iHghopMyBaHHS rpo
cmaH B3aEMHUX PO3PaxyHKIB)
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advise: ~ by airmail cnosiwarn asianowrTot; ~ somebody
iHopmMyBaTu Koro-Hebyab, ~ somebody of charges nosigomMuTn
Koro-HebGyab nNpo B3aeMHy nnatHio; please ~us of 6yab nacka,
nosigomTte Ham; we are glad to ~ you HaMm NpYEMHO MaTu MOX/IMBICTb
pekomeHayBaT Bam; we ~ against My He peKoMeHAyeEMO

after sight nicna npen’asnexHs (Hanp., Bekcersisi)

against settlement within 30 days 3 onnaroil paxyHka-thakTypu
npotsrom 30 AHiB

agency npeacTaBHULTBO (YUIXOCh iHMepecis nio Yyac rnpooaxis)

agent: npeacTaBHUK NpuHUMnana (Ha niocmasi 002080py), KOMICIOHep;
[oBipeHa ocoba; areHT; ~ bank 6aHk-areHT; forvarding ~ ekcnegutop;
~s for and on behalf areHTM pgna kKoro-HeGyab | Big  iMeHi;
~’s reference 3B’A30K 3 areHTOM; we are ~s for this project BigHOCHO
[aHoro ToBapy MW BUCTyNnaemMo TyT B SIKOCTi KomicioHepa; we have
asked our shipping ~s My nonpocunn HalMx TPaHCNOPTHUX BPOKepIB

agree: norogxysartu; norogxysaruca (Syn. correspond, concur,
be in agreement); ~ on gomoBuTUCA; ~ to norogxysarucs; ~ to the
account terms of noroguTncA 3 ymoBamu cnjiatu paxyHky; ~ with
much of what has been discussed noromkyBatucs 6Garato
3 yum 3 TOro, WO ob6rosoptoBasniocsi; as ~d 3rigHO [AOMOBMEHOCTI,
O € B HAsIBHOCTI

air: ~ carrier noBiTpsHWIA Nnepe.i3HUK; ~ freight BaHTaXX, AKuiA NepeBo3siTb
aBiatpaHcnoptom; ~ freight agent ekcneauTop (asiasaHmaxHo20
mepmiHany); ~ freight collect cnnata asianepeBe3eHb OTpUMyBaveMm
(nicnsi npubymmsi); ~ transport NoBiTPsAHUIA TpaHcnopT; — waybill (AWB)
aBiaBaHTaXxHa HakagHa (0ghopM/IHemsCs NoBIMPSIHUM MepPesi3HUKOM)
airline aBianiHis, aBiakomnaHis; asiaTpaca; aBiauiiHe KomepLiiHe
nignpremMcTBo

airliner aBianaliHep, NoBITpsAHWIA NaHep

air: ~mail aBianowTa; ~tight noBiTpeHenpoHVKHWUIA

alteration: 3miHIOBaHHS; ~ in design 3MiHIOBaHHSA y An3aliHi
alternative routes anibTepHaTUBHI MapLLIpyTU NepeBe3eHb

ambiguities in the order HeuiTKICTb Yy 3aMOB/EHHI

ambiguity (of the text) HeacHiCTb (mekcmy)

amount: ~ of your charges cyma Bawwux HapaxyBaHb; we are
drawing on you for this ~ BbicTaBnsaeMo Bam paxyHoK Ha L0 cymy
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ampersand 3Hak & 3amicTb cnosa and

annual: ~ audit will be made on wopiyHnii ayant nNpoBoAUTLCS;
~ subscription piyHa nepegnnara (Harnp, Ha 2azemu)

any: ~ delay 6yab-sika 3atpumka; ~ merchandise shipped 6yab-
KM ToBap, Wo Oyno BignpasneHo; ~possible extra cost 6yab-sike
MOX/IMBE 30i/bLLUEHHS LLiHN

apologise: ~ for the inconvenience npvHecTn cBOi BMbaYeHHS
3a He3pyuHocTi; please accept our ~s for npumiTb Halli BGaYEHHS
y 3B’A3KY

application: we have had many ~s for this post Ha Ut nocagy
npeteHgyBasio 6arato xT1o; favourable consideration of ~ crnpuar-
NBWIA PO3rAag NPOXaHHs

apply: BigHoCcuTK, BuKopcToByBaTy; ~ these funds BukopucToByBaTU
Ui 3acobu (3adns memu); | wish to ~to a position xotinocs
6 oTpumaTtu nocagy

appoint a main agent npu3Ha4MTV rosIOBHOIO KOMicioHepa

appreciate: 6yTn BOf4YHUM; ~ any comments and suggestions
3 BAAYHICTIO MNpuiAMeMOo Oyab-siki 3ayBadkeHHsi i nponosuuyii; ~ early
settlement 6yaemo BAAYHI 3a 61arogapHbl 3a HaCKopILWNIA po3paxyHOK

arrange: ~ an appointment opraHidyBatu 3ycTpid 3 6yab-kum,; ~ for
the consignment to be inspected pgomoBuTMCA Npo Te, WO6 naptis
ToBapiB 6yna nepesipeHa; ~ the time for an appointment BU3HAYUTK
yac finoBoi 3ycTpivi; ~ transport opraHizyBaTu TpaHCNOPTYBaHHSA
arrangements fOMOB/EHICTb, M/1aHu (Syn. contract)

art of packing M1cTeLTBO NakyBaHHSA

article: Bupi6 (Syn. item, product); assembled -~ wu3genve
B co6paHHOM Buge; ~ in question piy, nNpo fKy 3ragyBany;
~s npegmeTn; ctarTi; broken ~s po36uTi/MOLWKOMXEHI BUPOOK;
~s of this quality npegmeTu Takoi gKocTi

ask: ~ for a reference nonpocutu HaBecTn pekomeHpadii; ~ for
concessions BumaraTy nocTtynok; ~ for open account terms
BbIC/IOBUTM NoGaXaHHS npayioBatv Ha yMOBax BIAKPUTOrO paxyHka
(chopma po3paxyHKy, 3a SIKO20 MOoKyrneyb nepioOUYHo criiadye
3abopeosaHicme);, ~ for particulars of freight Bumaratn getanbHux
BiJOMOCTEi NMpo BaHTax

assessor OLiHHUK 36UTKIB (3a cmpaxosumu noodisimu)
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assorted colours and sizes ToBap, Akuin 6yno [ibpaHo 3a KO/IbOpPOM
i po3mipom

assurance: cTpaxyBaHHs (kummsi); ~ company cTpaxoBa KoMMNaHis
attach a sight draft npegctaBuTy Bekcenb Ha npea’siBHMKa

attached: -sheet npuknagewnii nauct; ~  statement  3BiT,
LLIO NpuKNagaeTbes (0o aucma)

attention: ~ line yBara (cmpoyka y siucmi, Ha SIKy Bkasye npizsuwje
ompumysaya); early ~ HeraitHa yBara; for the ~ of yBasi

audit the accounts nepesipuTy 3BiTHICTb
auditor ayautop
authenticate a copy 3acBiguuT Konito

authorize: ynoBHOBaxXyBaTK, AO3BO/ATU; HaAABaTN NPaBOYMHHICTb; ~ the
opening of the credit cxsanutn BigkpuTTa kpeguta; ~ the payment
possondatn sunnatv; ~ the payment by a letter of credit no3sonutu
Bunnary 3a akpeanteoMm; ~d dealers ynoBHOBaXKeHi annepu

available HasiBHWIA; WO MaeTbCA B HAsIBHOCTI; AOCTYNHWIA (Mamepiar,
pecypcu)

average: (cmpax.) asapif; cyma 36uTKIB nicia  asapii; 36MTKY,
WO HajaHi cyoHy i BaHTaxy; general ~ 3arasibHa aBapia (npo
Bumpamu | 36umku y pesysibmami roWKOOXEHHSI CyOHa, BaHmaxa
3a 3azaflbHO20 pu3ukKy);, with ~ 3 BignoBiAasbLHICTIO 3a aBapito (17po
hOpMY/1H0BaHHS Y MOJIICI MOPCbLKO20 CMpaxyBaHHs)

awaiting collection Ha iHkacco

B

back: ~ (efforts) niatrpumaru (3ycinns), ~ side 3BOPOTHA CTOpOHa
(Harp., koHBepma); ~ the expansion nigTpUMaT PO3LLNPEHHSA

bag milok (Npo mapy HaBa/10yHO20 BaHMAXY)

balance (bal): 6anaHc, canbgo; ~ an account casibyBatn paxyHok;
~ left uncleared canbao 3aMWINAOCE HECNTAYEHUM

bale Ti0K; Kyna
Baltic Exchange banTilicbka 6ipxa

bank: ~ commission on the draft kowmiciliHi, Wo cTArye 6aHK y 3B'A3Ky
3 BMMNIATOK TPaTT; ~ manager kepiBHuK OaHky; ~s see to it that
6aHKN 3a3BMYali cTexarb 3a TUM, o6
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banker’s: ~ draft TpatTta, Wo O6yn10 BUCTABNEHO Ha IHLWWIA 6aHk;
-transfer within ... days 6aHkiBCbK/i1 Nepekas NpoTAroM ... AHIB

bargain yroga; gomosnatucs (mpo wo-Hebyob)

barge 6apxa

barrel 6ouka (9x mapa); 6apens (Haghmu)

batten 6pycok, nnaHka

battery-operated sets npunagu, Wwo npauytooTb Ha baTapesx

become due for payment (about a bond, bill of exchange
or insurance policy) 4ac nnaTexy BXe HacTaB

be: ~ entitled to matm npaBo Ha (Syn. have the right to);
~ equipped with maTn ocHaweHHsa (Npo nidnpuemMcmso); ~ essential
6yt BaxmBum ans; ~ good for... matm pgoctatHbO [06pwi
thiHaHcoBuin cTaH; ~ heavily supplied by 3 macoBrMK nocTtaBkamm
3 6oky; ~ in charge of ouonioBatu (Syn. head); ~ in good supply
B YMOBax [OCTaTHiX MOCTaBOK; ~ Over 3akiHuuTucs; ~ reputed martu
penyTtauito (Syn. have a reputation); ~ rolled, not tipped! kotutn,
He nepesepTatu! (Haornuc Ha mapi); ~ sealed Toi, WO oneyaTaHo;
~ slow to settle one’s accounts He nocniwaTn 3i CN1aToK PaxyHKiB;
~ warranted 3 rapaHTieto

bear: ~ in view matn Ha yBasi; ~ part of the costs B3siTM Ha cebe
YyacTuHy BUTpaT

become effective HabpaTy YMHHOCTI (MPO 3aKOH, KOHMpPakKm)

behalf: for and on ~of 3a i Big imeHi

bell-wire curHanbHuii gpit

beneficiary: 6eHediuiap (Ha kKopucmb sik020 30IUCHIEMBCS M1amix);
~’s draft Bekcenb 6eHediuiapa

berth: npuyan (sk yacmuHa ropmy); cnanbHe Micue (Ha kopabi);
AKIpHE MicLe; ~ cargo npuyasibHUA BaHTax; ~ clause npudyasibHe
3acTepexeHHs

best-selling model mogensb, L0 pO3KyNoOBYETLCA HaKpaLlLe

bill: 6innb; onuc ToBapiB (M0 uvac nepeseseHHs), ~ of exchange
nepesigHuii Bekcenb; ~of lading koHocameHT; ~ stays with the bank
till Bekcenb 3anuwaetbca y 6aHKy [0 (MesHo20 4Yacy), ~s drawn
in Swiss banks Bekceni, wo 6ynn BunucaHi y 6aHkax LUBeliuapii;
~s payable Bekceni go cnnatu; unable to meet the ~ He matu
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CMPOMOXHOCTI crniaTnTh Bekcenb; you will be ~ed Bam 6yae BuCyHyTO
paxyHok; you ~ed us according Bbl BUCYHY/IM HaM paxyHOK

block rpadcha (Hanp., y cmamucmuyi)
board meeting 3acigaHHsa kepiBHULTBA
body of a letter 3micT nucta
bodywork ky3osHa po6oTa

bonded: ~ goods TOBapy Ha MWTHOMY CcKnagdi, SKi He NpoWLIN
MUTHY O4YMCTKY; ~warehouse MUTHWUIA cknapg Ans 36epiraHHA BaHTaxXy
[0 cnnatv muta

book 6poHtoBatu (Hanp., ksumku); ~ a seat for somebody on a plane
3abpoHtoBaTN A8 Koro-Hebyab micue Ha nitaky; as we wish to close
our ~S OCKi/IbKWU MU XOTi/IM 6 3aKiHUNTW/ 3aKpUTK HaLLy 3BITHICTb
booking: ~ fee nnarta 3a 6poHtoBaHHA (HOMepy 8 2omerii i iH.); ~ office
Kaca ans npogaxy KBUTKIiB; prior ~ required notpeba y nonepegHsoMy
OGPOHIOBaHHI

book-keeper O6yxrantep, paxiBHuk book-keeping Oyxrantepcbka
cnpasa, 06nik (mx accounting)

bound: we no longer consider ourselves by wMu 6Ginblwe
He BBaXXaeMO cebe 3B’A3aHVMK

box awwk (Hanp., sik mapa)

branch: BiggineHHs dipmu, diniasi; ~ manager KepiBHUK BifdiNeHHA
dipmun

brand: 6peHz; ~s well known to you po6pe Bigomi Bam mapku
BMpOGIB

break bulk cargo po36uty Benvknii BaHTax Ha 6inbLu APiGHNMIA

bring: ~ a dispute to a speedy end pocutb LWBWAKO PO3B’A3aTU
cynepeuky; ~ forward nepeHocuTK caslbf0 Ha iHLWNIA paxyHoK

bristle: weTtnHa; ~ goods BUpO6M 3i LWETNHM

brochure 6polypa (pipmu)

broker: 6pokep; -'s offer npono3uuia 6pokepa; through
~S 3a [J0NOMOrot 6pokepiB

bulk: ~ cargo HaCUMHWA/HaBaI0UYHWIA BaHTaX  (mobmo
B8 HeynakosaHoMmy 8uesnsidi) (Syn. bulk freight); ~of the goods
delivered Benunka Hepo3copToBaHa napTis ToBapy; ~purchase macosa
3akyniens; bulky product 06’emHuii BUpi6
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bundle naket; Habip

bunkers nanusHi BiAcCikn (cyoHa)
burglary kpagixka 3i 310MoM
bushel 6ywens

business: ~ associate komnaHbiioH no 6i3Hecy; ~ has been
slack recently octaHHiM 4acom cnpaBu WM MSBO, ~ hame
HasBa KomnaHii; ~ offer komepuiiHa nponosuuis; ~ consignment
KOHCUrHauinHa yroga; ~ procedure icHytua 6i3HeC-NpPakTuKa;
~ reference pekomeHgoBaHa ocoba abo duipma; ~ tie-ups (between)
ainosi  3B'A3kM  (Syn.~ connections); ~ visit ginosuin  Bi3nT;
it is true that we did ~ with them but... Tak, M1 3 HUM Mann AiNOBI
B3aEMOBIHOCUHN

buy on own account npugb6aTtu 3a cBiii paxyHoK

buyer: ~’s bank 6aHk nokynusi; ~s’ conditions of purchase ymosu
npuabaHHa ToBapiB NOKynuaMM

C
c & f. (cost and freight) BapTicTb i opaxT
C.0.D. (cash on delivery) 3a HaknagH1M nnaTexom

cable: Tenerpama (Syn. wire, telegram); ~ address agpeca chipmu
(on1a HaocunaHHHSI menezgpamu) (Syn. telegraphic address)

calculate nigpaxoByBaTtu, obumcnoBatn (Syn. estimate, figure, work
out)

call: ~ a meeting cknukatn Hapagy; ~ for urgent treatment of the
order 3aknukaTu A0 HeramHoro po3srnsify CTaHy 3amMOB/IEHHS

camera: potokamepa, potoanapar; ~ user coTtorpad

can 6aHka

cancel: aHyntoBaTtu; ~ cancel an order aHy/1t0BaT! 3aMOBJ/IEHHSA
cancellation aHyntoBaHHSA

capacity: MICTKICTb, €MHICTb, 34aTHiCTb; as our production
is presently up to ~ oOckinibku y TenepiwHili Yac Hawi BUPOGHWUI
MOTY)XHOCTI BXe MOBHICTHO 3aBaHTaxeHi; working to ~ Toi4, wo npautoe
Ha MOBHY MOTYXHICTb

car lashing cTspkka Ans KpinieHHA nerkoBux aBToMobinis
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carbon copy (cc): «konia nucta; ~ notation 3a3zaHayeHHA
BiANpaBneHHs konii/koniii nucTa (iHwi adpecu)

carboy OyTenb, WO ob6nneteHa (kK Bud mapu O/ Nepese3eHHs
Hebe3rne4yHux pioKux BaHMaxis)

card board (avep.) WuT (0/15 4o20-HEBYOb)

career: your education and professional ~ Bawa ocsita (nigrotoska)
i NpocyBaHHS Mo CAyXOi

cargo: ~ capacity BaHTaXOMICTKICTb; ~ is to be insured BaHTax
Mae 6yTn 3acTpaxoBaHO; ~-carrying capacity BaHTaXoMigWOMHICTb
(mpaHcrnopmHo20 3acoby); drummed ~ BaHTaX Yy 3as1i3HUX BoUKax

carriage: nepese3eHHs; ~ charges nposisHa nnara (Syn.
transportation charges); ~ forward nepeBe3eHHs cniayye Nokynewp;
~ paid home nepeBe3eHHA cnnayeHo, NPoBi3 crniadveHo; ~ paid to
(CPT) BapTicTb cniadveHo (00 nesHo20 Micysi Npu3HayYeHHs1)

carrier: nepesi3Huk; ~’s liability 3060B’A3aHHSA, BiAMNOBIfANBLHICTL
nepesi3HuKa; ~’s statement KomepuiiHWiA akT; we suggest you claim
oh ~S MV BB@XAEMO, L0 NpPeTeH3sil Tpeba BUCYHYTU NepeBi3HMKaM

carry: ~ out changes BnpoBazgyBaTtu 3miHu; ~ through a transaction
3pilicHIOBaTH onepawito

carton: kopobka 3 KapToHy (fk Bud mapu), ~s appear to have
been roughly handled cTBOpPIOETLCA BpaXeHHs, WO MNOBOMKEHHSA
3 Kopobkamu (Tapot) rpybe; ~s are not returnable KopoGku
NMOBEPHEHHIO He NignsaralTb

case: AwWwK; cnpaea (y cyodi); strudy wooden ~ MiLHUA gepeB’saHWi
AWWK; ~s must be battened ykpinuTun awmkm

cash: ~ before delivery onnata no cknagaHHa ToBapy; movement
of ~ pyx rotiBku, rpowoBuii noTik; ~ with order (c.w.0) rotiBkoBuii
po3paxyHoK nif 4ac Bblgadvi 3aMoBfieHHs; we will pay ~ on delivery
onnara 6yge rotiBkoto nig yac Bbigadi ToBapy; please inform us if you
always require a ~ payment nosigomTte Ham, uM 3aBxau Bawm
NnoTpibHa onnara roTiBkoH

cashier kacup
cask 6apuno
catch up with the schedule yBilitn go rpadky, HazgorHatu

Caution! yBara (rmonepeoxeHHs, Hanp., Ha ynakosyi, 6ymu
06EPEXHUM)
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certificate: ~ of inspection ceptudchikat nepesipku; ~ of insurance

cTpaxoBe cBigoutBo; ~ of origin cBiZOLTBO NpPO MNOXOMXEHHSA
ToBapy; ~ of quality ceptudpikat skocTi (3acsioyye BIOMNOBIOHICMb
sskocmi cmaHdapmam);, ~ of receipt kBuTaHuis ekcnegutopa (Syn.

forwarder’s receipt)
certify cBiguuTu; 3acsiguntu (ghakmu)

charge: ~ is made because nnara craryetbca TOMY, WO; ~ this
item to us 3apaxyiTe cymy 3a Ueil BMpIO Ha Haw paxyHok;
~ this to the account 3apaxysatn uUe (Yi Bumpamu) Ha paxyHok;
~s cOopbl, B3WMaeMmble cpefcTBa (3a 4Ymo-subo.; ~s for costs
incurred 360pu Ha nokputTa BUTpaT; ~s forward BuTpaTy cnnavye
BaHTaxooAepxyBay; at no ~ 06e3kowToBHO (Syn. for free); no
~ (NIC) 6es3kowTOBHO, 6€3 HapaxyBaHb;, our ~ for this service
is 3a Ul nocnyry mum 6epemo nnarty; there is no ~ for nnata
He OepeTbca 3a; higher freight ~s 6inbw BuUCOKa BapTiCTb
TPaHCNOPTYBaHHA BaHTaxa

chargeable to onnata 3aiicHIOETLCA (TEBHOK 0CO60HD)
charter cppaxtyBatu
chartering of ships ppaxTyBaHHs cygis

check: nepesipaT# (Syn. examine, check up); ~ on the bank
Br1alITyBaTtun nepesipky 6aHka

checking account NnoTo4HWUiA paxyHoK (y 6aHki)

cheque: ~ drawn on an Egyptian bank uek, W0 BKCTaBneHo
Ha ernmneTcbkuii 6aHk; ~ for the amount of uek Ha cymy

chief: ~ Accountant ronosHuin 6yxrantep; ~ Buyer ronoBHui
nokyneupb

Christmas season yac pi3gBaHuX CBAT

c.i.f. (cost, insurance, freight) BapticTb, cTpaxyBaHHs, dppaxT (cidp)
claim cTtpaxoBa B/MOra; No30B; peknamalis

classification line pagok, y €komy noBigoOMAAETLCA Npo  rpud
CEeKpEeTHOro nncra

clause: nyHKT (0o2080py)

clear: ~ an account cnnatutn paxyHok; ~ this amount at once
Bigpa3sy 34ilCHUTX PO3PaxyHOK 3a LiE CYMOI0
clerical error kaHUenspcbka NnoMusKa
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closing: ~ sentence 3aknto4yHa dppasa (07108020 siucma); ~ statement
nigCcyMKOBWIA 3BIT

coaster kaboTaxHe CcyaHO

code: kogekc; kog, (dokymeHmayii); ~ of conduct kogekc noBegjiHkn
coffee beans kaBa B 3epHax

collect: ctarysatn 3aboproBaHicTb, iHkacyBaTu; ~ the consignment
3abpaTu napTito ToBapiB

collection: iHkaco, 36ip (epowel); ~ of overdue accounts cTAryBaHHs
KOLLITIB Ha MoralleHHs NpoCcTpoYeHnx nnarexis; ~ of payments iHkaco

collier cygHo ons nepeBe3eHHs Byrinns
column rpacpa

combined transport: KomM6iHOBaHi nepeBe3eHHss (MObMoO 3a y4acmio
pi3HUX rnepesi3HUKiB), ~ operator (CTO) onepatop KOMOIHOBaHMX
nepeBe3eHb

commercial: ~ institution ToprosenbHuin 3aknag,; ~ invoice Toproeuii
paxyHoK

commercialese komepuiiiHa MoBa (W0 CK/asacsi Ha menepiwHil Yac)

commission: KoMmiciiiHuii 360p; ~ agent KOMiCioHep, areHT; ~ business
NiANPUEMHMLTBO Ha KOMICIliHIi OCHOBI

commodity ToBap (Syn. goods)
common adventure cnifibHWUIA PU3NKOBWIA 3axig, (aaBeHYep)

communications: wording of ~ dopmynioBaHHA (BignpasieHux)
noBiAOM/IEHb

compensate Bi/lLLUKOAOBYBaTM LLKOAY; compensation: BifLLKOAYBaHHA
36uTKiB; put in a clame for ~ BUCYyHyTV BUMOrY 040 KOMMNEHcaL,i

compensatory purchases komneHcaw,iliHi NOKyMKn

competitive: ~ activity forbidden 3a6opoHa Ha po6OTY Yy KOHKYPEHTIB;
~ business cthepa 6i3Heca, e Mae MicLe KOHKypeHuis; ~ price
KOHKYPEHTOCNPOMOXHa LjiHa

complain of short payment ckapXutnca Ha HENOBHWIA NNaTiX
complaint ckapra, peknamadjs
complete a blockicolumn 3anosHuTK rpacy

complimentary closes npukiHUEBI hopmMynn BBIYAMBOCTI Y AiN1I0BOMY
NINCTI
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comprehensive range LMpoknii BUGIp BUPOGIB

concern oneself with KoHkpeTHO 3aiimaTucs (Yum-Hebyosb)
concession KOHLUecis, NoCTynka

conditions of carriage ymoBY/ nepeBe3eHHs

condolence cniBuyTTS

conduct an import trade BecTy TOpriBAto iIMANOPTHUMK TOBapamm
confer honour/honor on HaropoAUTV NOYECHUM TUTY/IOM (2paMOMOot0
i iH.)

confidence: this is in strict ~ ue — cypoBO KOHIAEHLIHO
confident BnesHeHwWl

confidential matters cekpeTHi nuTaHHA, MaTepianu

confirm the credit nigTBepanTVM HagaHHA KpeguTa

confirmation of receipt nigTBepMKEHHSA OTPUMAaHHS
connections 3B’A3kK

consequential: ~ loss Henpawmi 36utkM; ~ loss insurance
CTpaxyBaHHS Bif HEMPAMUX 30UTKIB

consider smth carefully petenbHO po3srnisagatu wo-Hebyab
consideration: for ~ Ha po3rnsag

considered worthy of credit BBaxaTu Takum, L0 3aCNyroBye HafaHHA
KpeauTa

consign BignNpaB/aTU BaHTaxX

consigned to somebody 104, WO nepegaHo (Hanp., Mpo 0oKyMeHmu)
consignee BaHTaX004epXyBad, agpecaT BaHTaxa

consighment: BaHTaX, KOHCUrHauid, napTia ToBapiB; BiAnpasieHHA
(BaHmaxig), ~ note HaknafHa Ha BaHTaX; TpPaHCMOPTHa HaknagHa;
~ of chemicals naptia ximikaniis; ~ of goods naptia ToBapis;
on a ~ basis Ha ocHoBi kKoHcurHauii; all the ~s are insured
CTpaxylTbCs BCI BaHTaxXi

consignor:  BaHTaxoBignpaBHWK; ~'s  factory  nignpuemcTBo
BaHTaXO0BignpaBHMKa

consolidation: 36i/bleHHA BaHTaxiB (ghopmysBaHHs OilblW Be/IUKoT
napmii); ~ and deconsolidation coverage cTpaxyBaHHS MPOMIXHNX
BaHTaXiB
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container: KoHTeliHep, Tapa; ~ bulk loading KoHTeliHep gna HacCUMHUX
BaHTaxiB; ~ car (amep.) nnarcopma Ans KoHTeliHepiB; ~ load
(CL) noOBHICTHO 3aBaHTaKEHWIn KOHTeliHep; ~ traffic KoHTelHepHi
NnepeBe3eHHsl,  KOHTeHepoobopoT; ~  transport  KOHTENHepHi
nepeBe3eHHs; ~ -truck aBTOMOGiNb-KOHTEIHEPOBO3

contents 3micT

contract: long-term — [OBrOCTPOKOBUI KOHTPaKT; ~ nhote KOpoTke
NnoBiJOM/IEHHA MpPO BWKOHAHHA KOHTpakTa; ~ of carriage [orosip
nepesi3ku; ~ of carriage by sea forosip MOpcbKOl nepesi3kn (Hamnp.,
BaHmMaxa B8 KoHmelHepax), ~ of insurance f0rosip cTpaxysBaHHs (Syn.
insurance contract); ~ supplies noctayaHHs 3a KOHTPaKTOM

contracting out cybnigpagHa OiANbHICTb, BMAaya  KOHTPAKTIB
y NpVBaTHWUIA CEKTop

cope with ynopatucs (3 npo6siemoro)

copies line psgok, B AkOMy NOBIAOMAAETLCA NPO KINbKICTb KOMii nncta

copy (c; cc): «komis, exk3eMnisp, KCepokonis, BigOUTOK; TEKCT
peknamHoro oronolieHHs; ~ of the form konia 6naHka

correspondence: as you know from our private ~ aK Bam Bigomo
3 HaLlOi 0COBUCTOrO JINCTYBaHHSA

correspondent (eg. about a bank) 6aHK-KOPECNOHAEHT
corrosive goods B1po6u, siki NigaarTbCA KOPOo3ii

cost: at ~ 3a coo6iBapticTio; at less than ~ 3a UiHOW HMxXue
cobiBaptocTi; incidental ~s gpyropsgHi BuTpatTM Ha ApPIOGHWL
(Syn. incidentals); increased labour/labor ~s BapTicTb po6oyoi
CW/K, LWL 3pocna

country: code kop kpaiHu; ~ of origin kpaiHa noxomKeHHs
crate: gepeB’sHUIn AWmMK (3 omsopamu), pelleTyBaHHs; ~ a vehicle

nakyBaTu TPaHCMOPTHWUIA 3aci6 y aepes’sHuii Awwmk; ~s are charged
to you BapTiCTb ALMKIB HApaxOBYETbLCA Ha Bac

crating peluetyBaHHs (y Bu2/1si0i 0epes’siHo20 SujuKa)

credit (Cr.): kpeguT; 3anucaTum Ha KpeguT, 3acnyra;, ~ account
KpeauTHWUIA paxyHOK; paxyHoK nacuBa (6basaHca); ~ an account
KpeauTyBaTu paxyHoK, pobuTtu 3anuc y Kpegut paxyHka; ~ an amount
(to) 3anucatn (nesHy cymy) Ha paxyHOK (kKo20-Hebyob);, ~ entry
KpeguToBa nNpoBogka (mobmo 3anuc y kpedum paxyHka);, ~ entry for
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an amount of 3anuc npo oTpumaHHA Kpeauta y po3mipi; ~ facilities
MOX/UBICTb OTPUMAHHS KpeauTa, [LKEPeno KpeauTyBaHHS;, ~ gap
BTpaTa NNaTiKHOro Yacy MixX 3amMOBJ/IEHHSIM i MOCTaBKOW; ~ in favour
of kpeaut ans; ~ is to expire on ... CTPOK Kpeauta MWHaE...;
~ item kpeguToBa npoBogka; ~ limit kpaitHs cyma kpeauty (Harmp.,
Wo BCmMaHoB/MoeEMbCsI 6aHKOM), ~ note KpeauToBe aBi30; ~ note
date pata kpegutoBoro aBi3o; ~ of ... is a fair risk HagaHHA
KpeauTta y po3Mipi ... LiJIKOM NpunycTumMuin pusuk; ~ smb with the
sum of 3anucatu y Kpeaut paxyHka Koro-Hebyab; ~ the proceeds
to our account 3anucatum BUTOPr Ha Haw paxyHok; ~ buying
nokynku y kpeaut; high ~ status Bucoka KpeguMTOCNPOMOXHICTb;
on ~ y kpeaut; one’s ability to meet a ~ MOXnuBiCTb noracuTu
OTPUMaHWnn Kpegut

current: ~ account NOTO4YHWUI paxyHoK; ~ freight rate noTouHuii Tapud
3a nepeBe3eHHs BaHTaxa; ~ industrial dispute notouHa cynepeuka
MiXX NPOMUCNOBUMU pPOBITHUKaMu i nignpuemuyamn; ~ liabilities
KOPOTKOCTPOKOBI 3060B’A3aHHS

Curriculum Vitae 6iorpadia (Hanp., 071 snawmysaHHs Ha pobomy)

customer: ~ order 3amoB/ieHHS KnieHTa; ~ order number Homep
3aMOB/IEHHS K/TIEHTA; Wise ~ NMPOHUK/IMBUIA 3aMOBHMK

customization iHguBigyanizauisa y BWUrOTOB/IEHHI NpoayKuii (Bupobu
«Ha 3aMOB/IEHHST»)
Customs and Excise MUTHi 360pu i akLm3un

customs: ~ area MUTHa TepuTopis; ~ examination MUTHWIA gornsag;
~ of port 3Buyai nopty; thorough ~ examination petensH1in MUTHWIA
pornsg,

D

daily: ~ loading report wogeHHWIA 3BIT NPO Xif BaHTXKEHHS; ~ report
LLOEHHE 3BefeHHs

damage: ~ in transit NOLWKOIKEHHS BaHTaXa B MPoLEeCi NepeBe3eHHs;
~-free car (amep.) BaroH 3 NigBULLLEHVM 3aX1CTOM BaHTaxa

damaged: ~ goods noLwlkogxeHi ToBapu; we cannot use ~ pieces
MW HE MOXEMO BMKOPUCTOBYBATU MOLUKOMKEHI BMPO6U

damp-resisting i3 3ax1CTOM Bif, NPOHWKaHHA BOIOTM
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date: ~ para; parysatm (niucm i iH.); ~ of dispatch para
BigBaHTaxeHHA ToBapiB; ~ of postal stamp pgata nowToBOrO
wremnens; to ~ Ha gaHe uncno; loading ~s farn HaBaHTaXKeHHS

days: ~ of grace ninbrosi gHi; at 60 ~ 3 njatexom yepe3 60 AHIB
(Harp., npo sekcess); you may draw on us at 60 ~ from Bu moxete
BMNUCATW HaM TpaTTy 3 naaTrexom yepes 60 aHIB

deadline: your failure to meet the deadline Bawe nopyLueHHs
y3rokeHoi gatu

deal: ~ with matu cnpaBy (3 kumocs);, ~ with customers maTu cnpasy
3 K/lieHTamu

dealing: BefeHHA cnpas; AiniHr (mpo sasmomHi onepadyii); ~ direct with
a broker 6e3nocepeaHboO NiATpMMyBaTU 3B’A30K 3 6pokepoMm; ~s with
banks onepadii 3 6aHkamu

debit (deb; Dt): gebet; ~ an account gebetyBatu paxyHoOK, NPOBOANTM
no pebety; ~ balance geb6etoBe canbpo; to the ~ of my account
Ha febeT paxyHka (rpo 3anucu); there is a ~ -balance of 3apa3 maemo
nebeToBe canbao

debt: non-payment of ~ BigmoBa Big, cnnartu 6opry, Hecnnata 6opry
debtor neb6itop, 60PXHUK

declaration form geknapauis (mpo 671aHK)

default npunuHATK nnarexi

defaulter Toli, XTO He BMKOHY€E (hiHAHCOBI 3000B’sI3aHHS; GaHKPYT
defect may be due to gedekT, MOXMBO, BUKIMKAHO

defendant o6B1HyBaveHuii (y cyoosomy npoyeci)

delay: ~ in execution 3aTpumka y BUKOHaHHI; ~ in payment 3aTprmMka
nnarexy; ~ time yac 3aTpumku

delivery: noctaBka; ~ against payment [foctaBka 3a nnary;
~ as specified above gocraeka BignoBigHO A0 YMOB, MpPO siKi Hwna
MOBa BMLLe, ~ contract KOHTpakT Ha nocTaBky; ~ dates cTpoku
noctasku; general ~ 3BuyaiiHa poctaska; ~ of goods pgocrtaska
ToBapiB; ~ point Micue noCTaBkKu/OOCTaBKM BaHTaxa; prompt
~ TepMiHOBa gocTtaBka; ~ times rpadiik noctaBok (mx ~ schedule);
at time of ~ nig yac poctasky; your delay in ~ of Bawa 3arpumka
3 noctayaHHaMm; effect ~ 3pilicHoBaty nocTtadaHHs; early ~ date
HaliWBMALWWIA CTPOK AOCTaBku; missing from ~ npegmetn, sAkux
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6pakye (8 napmii mosapy); our earliest ~ date Haw HalipaHHILLHIi
cTpok poctaBku; we confirm with thanks your ~ 3 BpgsAuHicTiO
GnarogapHocTbio nigTBEpAXYeEMO Bauwy noctaeky; will you make
~ if B 3rogHi noctaBUTM HaMm ToBap, SKLLO

demand: ~ charge nnatix 3a BMMOroto; exceptional ~ for BUHATKOBO
BMCOKMIA nonuT Ha; lively ~ go6puii nonut

demurrage gemepegx, nnara 3a npocTiii

deposit: ~ account geno3nTHUiA paxyHOK; as a ~ against B AKOCTI
3aBaaTky

depot cknag

derrick gepvik-kpaH

deserve: ~ a reward 3acnyxmtn Haropogy; ~ close attention
3acnyroByBat cepiosHoi yBaru; ~ some further explanation

noTpebye NoAasIbLIOrO PO3’ACHEHHS

dispatch a message BignpaBuTV NOBILOM/IEHHS

dispatching instructions iHCTpyKTa)XX Mo BignpaBneHHo

details of... are enclosed npo getani nosiLOMNAETLCA
die-stamping TVcHeHHs (Ha nanepi 07151 ocobucmux /iucmis)
different: dramatically ~ from Toi4, 10 BMpa3HO BiAPI3HAETLCS Bif
directions BkasiBku

disagreement: ~ in accounts po36GDKHOCTI Yy paxyHka; ~ over
PO36iXXHOCTI 3 MPUBOAY

disbursement Bunnata

discharge: B1MKOHaHHA 000B’A3KIB; BUKOHYyBaTK (0608’s13ku); ~ of debt
noratueHHs 6opry

disclaim any responsibility BigmoBnaTuca  Big — OyAb-siKOT
Bi4NOBIga/IbHOCTI

discount: 3HWKyBaTK 06MIKOBWIA BIACOTOK 3a AOCTPOKOBOI Oniartu
Bekcens; ~ a bill BpaxoByBartu, anckoHTyBaTn Bekcesb; ~ the bill for
ready cash gucKkoHTyBaTV BeKCeslb 3a BblnaTu roTiBku

discrepancy: ~es in the entries HeToyHOCTi Yy 3anucax
(8 6yxeaimepcbkux KHuzax); there is a ~ between HasBHe neBHa
HeBIAMNOBIAHICTb

discussion: o6roBopeHHsi: ~ is confined to 06roBopeHHs
06MEeXYETbCS
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dishonour (about a bill): sigmoBa Big akuenty Bekcens; ~ a bill
BiMOBUTN B aKuenTi BeKcens

dispute: industrial ~ cynepeuka Mix pob6ounmu Ta KepiBHULTBOM
hipmu/ nignpuemcTea

dock: pok; ~ charges MWUTO Ha HaBaHTaXXEHHS-PO3BAHTAKEHHS,
~ dues gokoBe MuTO; ~ warrant ckiagacbkuin BapiaHTt (Syn. warehouse
warrant)

document: [OOKYMEHT; [OKyMeHTaNbHO doikcyBatn (¢hakmu | IH.);
~s against acceptance JOKYMEHTU MNPOTH akuenTy

documentary credit fokymeHTapHWii akpeanTyB

domiciliation no3HavyeHHA Micusa naaTexy 3a BekcesieM

door-to-door service nepeBe3eHHsi 3a TUNOM «Bif, ABEPEN A0 ABepein»
double hooping noagiliHe ckpinieHHs1 o6pyYamm

doubt: cymHiB; cymHiBaTucs; ~ smb’s creditworthiness cymHiBaTucs
Y KPeAUTOCNPOMOXHOCTI K020-HebyOob

draft: TpatTta; ~ agreement npoekTt yroau; ~ on a bank TpatTa,
WO BUCYHYTO Ha 6aHK (mobmo rnpoxaHHs 00 6aHka surnjiamumu
epowi); ~ will be honoured on presentation Bekcenb 6yae crnaayeHo;
by banker’s ~ wnsxom cnniatn 6aHKiBCbKMM Yyekom; your ~ was duly
met 3a Bawnm 4ekom rpoLui cniavyeHo

drain tanks of fuel 3n1Batn nasnmeo 3 6akis

draw: ~ a bill (on) sunucysatn Bekcens (Ha); ~ a check on a bank
BMCTaBNATU/BANUCYBATM YeK Ha 6aHK; ~ on smb BUCTaBAATA paxyHOK
Ha K020-HebYOb, ~ up a code cknagaTn KoAekc

drawback: noBepHeHHS MUTHOro 36opy; ~ (in a product) pedekT
(v Bupo6i); major ~ in a product icToTHUin gedekT (y Bupobi)

drawee: ~ bank 6aHk, Ha SKkni1 BUNUcaHo 4ek; ~ drawee ocoba, Ha sKy
BMCYHYTO TpatTy (Tpacar)

drawer oco6a, sika BUCYHyNa TparTy (TpacaHT)

Do not drop! He kngatu! (Hadnuc Ha ynakosuyi)

drum 6apabaH, 6apuno, metasnieBe 6apuno

due: ~ bill Bekcenb 3i cTpokoM nnatexy, Wo BXe npuiilos; ~ to sail
Ma€e BIgNAMBTK (PO Kopabesib); ~ t0 US Ha/NeXnTb HaM; ~S BHECKWU,
MUTO, 360pK

duplicate: in ~ y ABOX ek3emnnsapax
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duty BBi3HE MUTO
dyes 6apBHUK

E

effect: ~ delivery 3gjiicHioBaTy noctadaHHs; detrimental ~ on 3ry6Huii
BB Ha; with ~ from 1 January 3i BCTynom B cuny 3 1 ciuHA

effective: ~ as from 1 January 3i BCTynom B cuiy Big 1 cCiyHs;
~ as of 1o BCTynvB B cUny Bif

effort: all-out ~ ycinski aycunns
electronic data processing enekTpoHHa 06pobka gaHux
emblem cumBon; embnema ipmun (Harnp., Ha ipMoBomMy b/1aHKi)

empower smb to do smth Hagatu Komy-He6yOb MNOBHOBAXXEHHS
3AINCHUTU WO-HEBYOb

empties: nopoxHs Tapa; ~ to be returned nopoxHs Tapa nignsrae
NMOBEPHEHHHO

Enc. [Encl. enclosure: popatok; ~s line pagok, y skomy
NOBIAOM/IAETLCA NPO AOKYMEHTaL0, L0 AofAaeTbes (00 /iucma)

enclose herewith npuknagatv oo uboro
enclosed list cnucok, Wo gogaetbes (0o ucma)

endorse: uHAocyBaTu (Harp., 4Yek, Bekcesb); ~ a bill noctaBuTu
nepegatHuii HagmMC Ha 3BOPOTHbOMY 6Goui Bekcens; duly ~ed
HaUIeXXHUM YMHOM MignucaHuin (ghivaHcosuli OOKyMeHm)

endorsement nepegaTHUin HaANUC Ha 3BOPOTI AOKYMEHTa
endorser iHOoOCaHT (0coba, wWo 3pobusia nepedamHull Haonuc)
engineering firm malwMHOGYAiBHA KOMMaHis

enquirer ocoba, Lo fOBIAYETLCS; 0C06a, WO 3annTye iHhopMaLito

enquiry: 3anuT; ~ agency gosigkoBe 6wopo (mx desk); happy
to receive your ~ pagi otpumaru Big Bac 3anuT; round off the
~ 3aBepwuiTtn 3anuT (nesHow pasorw); please direct your
~ to npocumo Hanpasutu Baw 3anuT y; we will come back to your
~ MW nosepHemoca [0 Baworo 3anuta; on ~ we found that
3'acyBaBLUV 06CTaBUHN, MU NoGavnn

enter: 3aHOTyBaTu, BHECTU; ~ an item in 3po6uTK 3annc
entirely prepared nosHicTto rotosuii (Syn. all ready)
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entrance fee BCTynHWIA BHECOK

entry: 3anuc (Hanp., y paxyHok); ~ on the left hand side npoBogka
Mo paxyHky 3nisa

error: ~ in accounts noxunoka y paxyHkax; ~S 0CCur MoXMoKm1 Tpan/IsTbCs
estimate: have an ~ 3po6uTK NnonepeAHili po3paxyHoK

event cTpaxoBuit BUNaaokK (nepedbaqdeHo y 002080pi cmpaxyBaHHS)
eventuality Bunagok, nogis

evidence nigTBepmKyBaTn, HaBoAMTM pakTh; we can send you
~ of Mu Mmoxemo HagicnaTtn Bam gaHi

ex works (ppaHko-3aBOL (MO6bmo mosap  peod’ss/igembcs
rocmayasibHUKOM Ha CBOEMY NidnpuemMcmasi)

examining: upon ~ the products 3a nepeBipku SKOCTi BUPOOGIB
exceeding a credit nepeBuLLEHHS KpeanTa

excellent record 3HauHWi1 NOCAYXXHWIA CNUCOK; fo6pa poboTa (ghipmu)
excepted perils py3vku, LLO BUKIHOYEHO

excess MnoHa/, 06csAr 3aMoB/1eHHSA

execute: ~ determined policies peanisyBaTn BCTaHOBAEHWIT KypcC;
~ the buyer’s order B1MKOHyBaTK 3aMOB/IEHHSA MOKYMLUSA

executive agmiHicTparTop, 0ocoba, Lo Kepye

executor BUKOHYyBa4 3anosiTy

expandable materials BuTpatHi matepianu

expectation: it does not meet our ~s Ue He BiANOBIgaEe HalUMm
cnogiBaHHAM

expences: all ~ are to paid by you nokpuTTa ycix BUTpaT noknageHo
Ha Bac; all ~ will be refunded to you mu Bigwkogyemo Bci Balui
BUTPATU

expert: daxiBeub (Syn. specialist); ~s in this field caxisui y agaHiii
ranysi (Syn. the community); ~s of our firm cpaxisui Hawoi dipmu
(Syn. men in the field; those skilled in the art of; the knowledeable)
expire MuHatu (npo cmpoku)

export: ~ and import traffic ekcnopTHi Ta IMNOPTHI BaHTaxi;
~ department Bigain ekcrnopty; ~ firms cipmy, WO eKcnopTyoTh;
~ trade ekcnopTHi onepauii; ~ version eKkCnopTHe BWKOHAHHS
obnagHaHHs



169

ex-ship (import port named) chpaHko-cyaHO, i3 cyaHa

extend: poswunptoBaTtn (Mexi, dornomoay); ~ a credit HagaBaTn kpeguT
(Syn. grant a credit); ~ the validity of a document npogoBxuTi
TEepMiH AT JOKyMeHTa

extension: ~ of an item npogoBXeHHA TepMmiHy il NyHKTa
(koHmpakma), ~ of credit HagaHHA kpeguTa

exterior: high-gloss ~ 30BHIWHA 4YacTMHa BUPOOY BUPI3HAETLCA
611CKOM

extract BuTsr (i3 0okymeHma)

F
f.a.s. (port named) thpaHke B30BX 60pTa cyaHa (PAC)
f.o.b. (export port named) cpaHko-60pT (POB)
f.o.b. (import port named) dpaHko-60pT (POB)

face: ~ competition cToaT nepen 06nnyusam KoHkypeHLii; ~ of the bill
nvueswnii 6ik 4OKYMeHTa; ~ value HOMiHasIbHa BapTiCTb

facilitate nonerwysatn, cnpusaTu

factor (as an agent) areHT, KOMiCiOHep, fOBipeHa ocoba

factorage kowmiciiiHi, roHopap

factory: from ~ hpaHko-3aBop,

facts: ~ are set out thakTn BrknageHo; ~ regarding ¢hakT CTOCOBHO
fail to pay He cnnatutu (npo dii ocobu, ipmu)

failing the fulfilment of B 38’A3Ky 3 HEBUKOHAHHAM

failure occurred through BigMoBa cTtanacs 3 npuynHU

fair: cnpaBegmBuin, YecHuid; ~ risk npunycTumunii pusmnk

fare nnara 3a npoisg

fashion-conscious Toi1, XxT0 3BEpTae yBary Ha moay

fault: at ~ 3 BUHM K020-HeEbYOb

fear of overstocking 3aHenoOKOEHICTb HAAMIPHO BENUKMMM 3anacamm
feel disposed to do smth 6yt cXMnbHUM 34iACHUTY WO-HEBYOb
fifty-litre carboy 6yTens emHicTio y 50 niTpis, WO obnneTeHa

filer pinosopg
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filing nopaya 3aaBku; peecTpaLia JOKYMEHTIB

filing system cuctema peectpaLii JOKYMEHTIB

finance house diHaHCcOBa KOMMaHig; KoMnaHia 3 piHaHCyBaHHA
MOKYMNOK Ha Bunaar

financial: ~ institution dinaHcoBuii iHCTUTYT;, ~ standing (for
an organization) piHaHcoBe CTaHOBWLLE

financially sound business wmilHe chiHaHCOBe CTaHOBUMLIE NiANPUEMCTBA
financing hiHaHCcyBaHHS

find one’s goods damaged oTpumaTy NOLWKOLKEHNIA TOBap

fire BOroHb; noxexa

firm: large ~ Benuka dipma (Syn. major ~), haulage ~s TpaHCrnopTHI
ipMn  (Wo nepeso3samb BaHMaxi y nomsieax, BaHmaxiskax I IH.);
as a leading ~ Ak nposigHa thipma

firmly battened miuHO ckpinneHwii pelikamn (Mpo BaHMax)

first: ~ enquiry nepwwuii 3anuT (Npo wjo-He6yos); ~ reminder, nepLie
HaraglyBaHHs; ~- class article nepLuoknacHuii BUpi6

fit: as you think ~ sik Bam 30a€TbCS 3pyUYHUM

fixture (eg about a port of loading) nonepefgHii AOKYMEHT MixX
CY[,0B/TACHUKOM | (ppaxTOBLLMKOM

fleet of ships cnotunia cyais

flight nonir; peiic

floor load HaBaHTaXeHHs Ha nignory

follow directions B/koHyBaTV BKa3iBku

force majeure chopc-maxop

foreign: ~ currency: iHO3emMHa BastoTa; ~ currency transactions

yroaM B IiHO3eMHiii BantoTi; ~ drawer iHO3eMHUII BekcenegaBeLllp;
~ trade 30BHiLLIHA TOPriBNSA
form: 6naHk; dopmyBaTn; ~ a common adventure cTBOptOBaTK

cninbHe Pr3nKoBaHe I'Ii,EI|I'IpI/I€MCTBO

formal phraseology 3aranbHoOMpuitHATa bpaseonoria B raysi
Komepuji

forward a check to smb Hagicnatn uek (komy-He6yOb)

forwarding: BignpaBneHHsa nucTiB (i iH.), eKcneguMTopcbkuii; ~ agent
ekcneamTop
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Fragile: O6epexHo! Kpuxkuin BaHTax!; ~ articles kpuxkuii BaHTax/
o 6’eTbecs

franco: dpaHko (mobmo uiHa mosapy MiCMumMb MPAaHCIOPMHI
sumpamu 00 ck/n1ady Mokynysi); ~ quay paHko-npuyas; 3 npuyania

free: ~ circulation BiflbHe pPO3MNOBCIOMKEHHS  (OOKyMeHmauil),
~ delivered 3 6e3kOWITOBHOK A0CTaBKOW; ~ negotiability of the bill
BiNIbHUIA 06ir Bekcens; ~ of particular average BinbHO Big B1NagKoBoi
aBapil (3acmepexeHHs1, WO O06Mexye B8i0nosida/ibHICMb CMpaxosor
komnaHir); ~ on rail (f.o.r.) dopaHko-BaroH

freight: chpaxT; BaHTax; ~ container BaHTaXHWI KOHTEHep; ~ paid
3i cnnatoto opaxTa (BaHMaxosionpasHukom), ~ paid to border cpaxr
crniavyeTbCcsa [0 KOpAOHY; ~ payable at destination nnarta 3a dpaxt —
y NyHKTi npu3HayeHHs; ~ plane BaHTaxHWA nitak; ~ prepaid
3 nonepegHbOK CMNaTtol MepeBe3eHHs; ~ rate BaHTaXHWI Tapud;
~ tax nogatok 3 chpaxra

frustration 3puB, NpUNMHEHHS 3060B’A3aHb

fulfill one’s production schedule BukoHyBaTu CBIli BMPOBHUYNIA
rpacpik

full: ~ cooperation and attention noBHa roTOBHICTb [0 cniBrpadl
i nepwoyeprosa ysara; ~ details of our terms of business nosHe
BMK/aZEHHA YMOB Ai/I0BMX B3aEMOBIAHOCKH; ~ range of samples
MOBHWIA Habip 3pas3kiB BMPOOIB; ~ selection noBHMiA BUGIP

funds: kowTu, piHaHcoBI kowTK, rpowi; ~ collected from individuals
KOWTKN, WO 36uparoTbcs Yy HaceneHHs; ~ for investments kowTu
Ha iHBecTyBaHHS; ~ for payments Kot a5 nnarexis

funnel Tpy6a cygHa

furnish particulars Hagatu getani

further: ~ copy pgopatkoBuini eksemnnsp; ~ orders made [0AaTKOBI
3aMOB/IEHHS

G

gain foothold in 3akpinuTucs, 3aBotoBaTy No3uuii (y nesHoMmy cekmopi
6i3Heca)

gantry crane noptasibHUiA KpaH
garment oaAr, BOpaHHA
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gear npunag,
general consensus on cnifibHa 3roga (Syn. general agreement)
get in touch with smb 3B’s13aT1CA 3 KUM-HEGYOb

give: ~ a credit Hagatn kpegut (y po3mipi) (Syn. extend a credit/
grant a credit; provide credits to); ~ early attention (to the order)
Bigpasy X B3ATUCS 3a 3aMOBJIEHHsT; ~ it a trial gaBalite noguBMmOoCh;
~ original instructions gatv noyaTkoBi BKa3iBKu

Glass! handle with care! O6epexHo! Ckno! (Hadnuc Ha mapi)

goods: TOoBap; ~ are carried at your risk goctaBka — Ha Baw
pusnk; are in transit ToBapu B goposi; are out of stock ToBap BxXe
po3npogaHo; ~ are to be collected at our works ToBap Heo6XxigHO
3abpatnm Ha TepuTopii Haworo nignpuemctea; ~ by rail ToBap,
AKMA  NepeBo3ATb  3anisHuuelo; explosive ~ BrOYXOBi PEYOBUHY;
fast ~ ToBap, WO noTpebye LwBMAKOrO nepeBe3eHHs; flammable
~ nerko3avimucTti BaHTaxi; high quality ~ BucokosikicHi TOBapw;
~ happen to be mishandled 3 ToBapamu wmoxe O6yTn rpybe
nosoxeHHA; ~ have been dispatched ToBap (BXe) BigBaHTaXeHO;
~ in your line ToBapu Baworo acopTumeHTy; ~ missing from the
consighment ToBapwu, Wwo BigcyTHi B naprii; if the ~ have not been
shipped skwo ToBap we He 6yno BignpasneHo; please cover for
us the ~ 6yab nacka, 3abesnedyte Ham CTpaxoBKy ToBapis; ~ supplied
in the home trade ToBap, O NPOMOHYIOTb HA BHYTPILLUHLOMY PUHKY;
we offer these ~ My nponoHyemo ui ToBapu; ~ will reach you ToBapu
HagiligyTe fo Bac

government: ~ bonds pgepxaBHi ob6nirauii; ~-owned y B/ACHOCTI
ypagy

granaries 3epHOCX0BMLLA

grant: fap, fapyBaHHs; fapyBaTtu, gaBaTv foTtauilo; ~ a guarantee
HagaBaTu rapaHTito; ~ a license Bupgasatu niyeHsito (Syn. issue
a license); ~ a policy BungaBatu ctpaxoBuii nonic; ~ smb a discount
HafaBaTn KoOMy-Hebyab 3HWXKKY; ~ smb an overdraft HagaBatn kKomy-
Hebyab oBepapadT; ~ smb open account terms Hagatu komy-Hebyab
YMOBU BIgKpPUTOro paxyHka; ~ special terms for Hagaty oco6nuBi
ymoBu; we are pleased to ~ this facility Ham nprvemHo Hagatn Bam
TaKy MOX/IMBICTb (Harp., ompuMaHHHS kKpeoumy)

grease paper XVpPOHEeNPOHKHUIA nanip
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gross: ~ prices UiHM 6pyTTo; ~ proceeds Ba/lOBUA BUTOPT;
~ registered tonnage BasoBa MICTKICTb CygHa; ~ services cnyxb6a
KomnnekTaLil BaHTaxiB; ~ weight Bara 6pyTTo

H

handle: ~ a bulky product nosBogutcs 3 BUpOGOM BENMKOrO06CSTrY;
~ with carel O6epexHo! (Hadnuc Ha mapi)

handling: noBogpkxeHHs (3 KUMOCb abo YUMOCH), BUPILLEHHS (SIKUXOCb
UMaHb); HaBaHTaXXyBas/IbHO-PO3BaHTaXKyBaUlbHI pob6oTy; ~ of shipping
documents npautoBaty 3 NepeBi3HUMMN JOKYMEHTAMMU

hand-made lines rpynu ToBapiB py4HOi po60Tn
hardware rotoBi Bupo6u; anapatHe 3abe3neyeHHs (po komn'romepu)
hard-wearing 3HoCOCTilKWl

haul: nepeBo3nTu, 3gjlicHOBaT nepeBe3eHHs; ~ export and import
traffic 3gilicHoBaTV NepeBe3eHHs1 EKCMOPTHUX i IMNOPTHUX BaHTaXiB

haulage TpaHcnopTyBaHHS BaHTaxiB

have one’s own fleet of ships posnopsgpxatncsa BnacHow ioTUNIE
cyqis

honour/honor: ~ a bill npuiiHATM Bekcenb Ao cnnaTtu, akuenTyBaTy;
~ a cheque cnnatntn yek; ~ claims if 3a40BOALHUTN BUMOTIK, SAKLLO

(Syn. satisfy claims if); ~ one’s obligations BukoHyBaTV B3ATI
Ha cebe 30060B’s3aHHs; ~ smth in time cnnatutn BUacHo

hope, we ~ to hear from you mu cnogisaemocs oTpumaTtu Big Bac
BiANOBIab

hospitality rocTuHHICTb

household appliances npegmeTn gomMallHbLOro NoGyTy

|
illustrated catalogue intoctpoBaHuii katanor (Syn illustrated folder)

imperfect: ~ competition HegockoHana KOHKypeHL,isi; ~ goods B1Mpoou
3 gesikummn gedekramm

implementation: ease of ~ of npocToTa 3ailicHeHHs (Hanp., Mpoekma)

import: ~ agent nocepegHWK 3 nuTaHb IMNOPTY; ~ regulations
peryntoBaHHsA iMnopTy; ~ volume o6csAr imnopty



174

impose a fine Haknagatu wrpadg

impregnated: 3 NpocoYeHHsAM

impression: burned ~ mapkyBaHHs 3a JONOMOIOK BUNAJIEHHS
indelible paint He3amuBHa thapba (Hamnp., NPo MapKysaHHs)
indemnify BigwkoaysaTn 36UTOK

indemnity cTpaxoBe BifLLKOAYBaHHA (BUM/1a4yembCs CMpPaxo8UKOM)
indent 3amoBneHHA Ha TOBap; 3asiBKa

information: ~ will be treated in strict confidence fo ujei iHdbopmavii
MU NOCTaBMMOCSH BUK/TOYHO AK A0 CEKPETHOT

injured TOi, XTO OTpMMaB TpaBMU; NOLLKOMKEHUI (moBap)

inland BHyTpIlWHI/A, po3TalloBaHWA BCepeauHi KpaiHu; BiganeHni
Bif, Mops; ~ navigation BHYTpIlWHE CYAHOMNMABCTBO; ~ revenue tax
[epxXaBHWil NoaaTok; ~ transport BHyTPILWHIA TpaHcnopT; ~ transport
and freight BHyTpIiLLHI TpaHCNOpPT i hpaxT

Inland Revenue nogatkose ynpasniHHSA

inner: ~ lining 3 BHyTpIWHbLOK Npoknaakot; ~ waterproof lining
BOLOHENPOHMKHA TKaHWHa (BcepeanHi)

inspection: ~ certificate npuiimanbHuin akT; ~ of documents
nepesipka AokymeHTiB; ~ of ships ornsg cygis; ~ report akT npo
nNpuitHATTA; ~ was conducted nepeBipky 6yno 34iiCHEHO

instructions: ~ as to BkasiBku L040; as per ~ 3rigHO 3 BKasiBKaMu;
~ for forwarding BkasiBku 1A BignpasneHHA (KOpecrnoHOeHyil i m.n.);
~ regarding payment (to) BkasiBkM LLOJ0 naTexis

isurance: CcTpaxyBaHHsl; CTpaxoBa crnpaBa; ~ against risk
CTpaxyBaHHS Bif pU3KKiB; ~ agent cTpaxoBuil areHT; ~ claims B1moru
KOMMeHcaLlii 3a CTpaxoBMM A0roBopoMm; ~ policy ctpaxosuii nonic (mun
KOHmMpaxkmy)

insured: cTpaxyBasibHVK (PO 0COBY abo opzaHi3ayjiio, Wo cmpaxyrms
cBoe MaliHO 3a 002080poM cmpaxyBsaHHsl); ~ for the amount of value
3acTpaxoBaHuil Ha cymmy; ~ letter pekomeHgoBaHuin nucT; ~ value
CcTpaxoBa OLjiHKa

insurer cTpaxoBuK (Mpo cmpaxosy KOMIaHilo), CTpaxoBe TOBapuUCTBO
International Chamber of Commerce MixxHapogHa Toprosa nanara
international: ~ monetary system wMikHapogHa BasllOTHa CUCTEMA;
~ money order MXHapoAHe nnartixHe fOpPYyYEeHHS
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interview cnis6eciga

invalid HegiicHWiA

investigation: detailed ~ netanbHe poscnigyBaHHsi

investment of funds iHBecTyBaHHs KOLWITIB

invitation 3anpoLueHHs

invoice paxyHok-thakTypa; provisional ~ mnonepegHin paxyHOK-
pakTtypa; ~ dated 3 January Baw paxyHok-hakTypa Bif 3 CiuHS;
~ed to you 3 paxyHkowMm, wWo 6yno sunucaHo Ha Bac; for the amount
of your ~ Ha cymy, WO BuUCTaBNeHO y Bawomy paxyHky-akTypi;
in settlement of your ~ Ha cnnary Baworo iHBoWica; please find
enclosed the ~ y pgopatkax Bu 3Haiigete paxyHok; when making
out our ~ npu BuUCTaB/EHHI paxyHka; your ~ dated ... was filed
incorrectly Balu paxyHok Big, ... 6y/10 3aN0OBHEHO HEBIPHO

invoicing BUNMCyBaHHs paxyHka-takTypu
involve: ~ a loss Buknukatn 36uTtkn; ~ed in transactions TOI,
LLIO NpuiiMaE y4yacTb B yrogax

issuing bank 6aHk-emiTeHT

item: npeameT; NyHKT (Ha nopsioky deHHomMy), ~ made to order Bupio,
Wwo 6yno 3pobneHHs Ha 3amoBfieHHsl; ~s listed in your enquiry
BMpoOYK, Wwo Oynn 3a3HadeHi y Bawomy 3anuTi; ~s supplied against
the above indent BnpoGu, WO 6y AoCTaBneHi 3a BuWE3ragaHuM
3amMoBfneHHsAM; our firm manufactures such ~s as Hawa dipma
BMPO6/SiE Taki BUPOOU 5K

J
job: pobota; nocaga; npodpecis, dax; cnpasa; Micue poboTy;
~ applicant npeteHgeHT Ha pobode micue; ~ application HanpaBneHHs
nMcTa 'y 3B'A3Ky 3 BralTyBaHHAM Ha poboTy; ~ appointment
NpU3HaYeHHA Ha nocagy; ~ centre 6ipxa npadi

joint: ~ and several obligation 3060B’3aHHA 3 BiAMNOBIAANLHICTIO
CrniNbHO | oKpemo; ~ -stock company akLioHepHe TOBapUCTBO

K

keen: ~ competition noTyxHa KOHKypeHLUisi; ~ interest in wupuii
iHTepec (00 u4oz20-Hebydb), ~ price [OCTaTHbO HU3bKa LUiHA;
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~ to advance a career TOli, XTO HamMara€TbCs [AOCArTM YCRixy
Ha Cnyx6i; ~ to assist rotoBuii HagaTy gonomory

keep: ~ a line of goods matu acopTumeHT TOBapiB, MaTu CBOIO
«JiHilo»; ~ accounts in order TpUMaT paxyHku B Nopsaky; ~ an offer
open gepXaTu KOMEpLiiiHy npono3uuiio Biakputoto; ~ books BecTu
Oyxrantepcbki KHUIM; ~ cool Tpumatu y MPOXOsI0AHOMY CTaHi; NnepeH.
pearyBatu cnokiiiHo; ~ dry 6Gepertu Big BOnoru; 60iTbCA BOMKOCTI
(Haonuc); ~ pace with the demand 3agoBosbHATM 3pocnwii/
iCHytoumii nonuT; ~ smb informed Tpumatn korocb B Kypci cnpas;
~ the catalogue for further reference kopuctyBaTuca karasiorom
1 B nogasibuomy; ~ up the pace He Bigcrasartu

keeping customers’ accounts BefleHHS paxyHkiB KiEHTIB

L
labour/labor costs TapuHi cTaBku 3a npauto, BapTiCTb PO6OUOT CrIK

launch: cnyckatu Ha Boay (kopabesib), ~ a new enterprise BiaKpuUTu
HOBe nNignpueEMCTBO; ~ an export drive po3ropHyTM KamnaHito
3 po3BuUTKY ekcnopty; ~ ultra-lightweight models nepelitn Ha Hagerki
mMogeni

layout of a letter po3TallyBaHHs TekcTa y SINCTI

leading: npoBigHWin, ronoBHWiA; KepiBHUWIA; ~ bank npoBigHuin 6aHK;
~ counsel ronosHuii aggokat; ~ dealer nposigHuin gunep; ~ edge
in ronoBHa nepesara B; ~ position ctaH cipmu, Wwo nignpye (hipmu);
npoBigHa nocaga

legal: ~ channels neranbHi kaHaW, nNerasibHUA LWAAX; 3aKOHHO,
3aKOHHUM LWwsixom; ~ title npaBoBuiA TUTyNn (Ha OCHOBI CMi/IbHO20
npasa)

legally: ~ binding topnanyHo 060B’I3KOBUIA (OOKYMEHM, KOHMpakm);
~ competent to transact business npaBounHHWIA yknagaty yrogm
lengths must be cut to exact dimensions Hapi3aTi y BiANoOBIAHOCTI
3 BK3aHOK [LOBXMHO

less interest MiHyC BifcoOTKU (3a)

letter: ~ heading wanka (Ha 6s1aHKy); model ~ nucT-3pasok;
~ of acknowledgement nucT-nigTBepoxeHHs; ~ of appreciation
JINCT 3 BUCNOBNEHHAM nogskun; ~ of cancellation nosigomneHHs npo
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aHynoBaHHs; ~ of credit akpeantue; ~ of explanation po3’scHeHHS;
~ of hypothecation 3actaBHuii nucT; ~ of indemnity rapaHTiiHwWii
nuct; ~ of invitation nucemoBe 3anpolleHHs; ~ of recommendation
pekomeHgauiinnii  nuct;  ~ of reference  xapakTtepucTuka,;
~ of sympathy nucTt p[na BUCNOB/IEHHA CRiBYYTTHA; ~ Writing
TEXHVKa HanucaHHA finosux nuctis; as we informed you in our
~ of ak mu nosigomunu Bam y Hawomy nucTi Big, following-up ~ nuct-
HaragyBaHHs; in our letter dated ... y Hawomy nucTi Big,; irrevocable
~ of credit 6es3BigknnmuHnini akpeamTne; main body of ~ ocHoBHa
YyacTuHa nmicrta

liability BignoBiganbHiCTb, 060B’A30K, 3060B’A3aHHS
license: manufacturing ~ niyeHsis Ha BUPOOHMLTBO
lid: kpuwka; ~s are secured by nailing KpbILWKK 3adikcoBaHi LBAXamu

lift: ~ here! Migiiom (BaHmaxa) TyT!; ~ the embargo ckacysatu
embapro

lifting: ~ gear mexaHi3m/Baxinb Ansa nigiiomy; ears to facilitate
~ chneujanbHi 3aWwMopru A8 3pYyYHOro 3axeaTy BaHTaxa (M0 4ac
riotiomy)

lighterage HaBaHTaXXeHHSA/pO3BaHTaXXEHHA 3a [0NOMOro NiXTepis
limitations o6mexeHHs

limited: ~ company komnaHis 3 OOMEXeHOK BiAMNOBIAANIBHICTIO;
~ order o6mexeHa npono3uuia; ~ partnership TOBapucTBO
3 0OMEeXeHOo0 BifnoBifasIbHICTIO

line: ~ of our samples niHis Halwmx 3paskis; attention ~ pAQOK y NINCTI,
Ha AKOMY BKa3yoTb Npi3BuMLLE OTPMMYBaYa; ~S TOBapHi rpynu

list of contents onucb NpeaMeTiB y ALLUKY

Lloyd’s /lnoig (cmpaxosa KommaHisi)

lorry: (6pum.) BaHTaxiBKa; loaded ~ BaHTaxiBKa 3 BaHTaXeM
loan: no3wuka, kpeguT; ~s to exporters KpeauTu 3 METOK eKCropTy

local business circles wmicuesi ginosi kona (Syn. local business
community)

lock wnto3
looking forward to 3 HeTepniHHAM ouMKytoun (Bawoi 8ionosioi)

loss BTpata; 36uToK; WwkKoga; it will cause us a ~ of business
Ha LUbOMY MU BTPATMMO 3aMOBJIEHHS
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Ltd = limited 3 06meXeHOt0 BiANOBIAA/IbHICTIO

lump sum Benuka cyma rpowei, Lo BUNIavYyeTbCA OAHOYACHO,
«KpyrneHbka cyma»

M
mail: ~ service nowToBa cnyxoa;

make: ~ a claim npegasnsatu Bumory (Hanp., BIOMOBIOHO
00 cmpaxoso20 002080py); ~ an appointment to visit smb
JOMOBUTUCA MPO 3YyCTPiY 3 KUMOCb, ~ arrangements 34iACHATY
[OMOB/EHICTb; ~ entries (in your books) 3pobuTtn 3anucu (y Bawux
KHu2ax); ~ marks by paint po6utn MapkyBaHHsS OniiHOW hap6oto;
~ payment arrangements [OMOBWTUCA Npo nnarexi; ~ policy
decisions npuiimaTy oMpPeKTUBHI pilleHHs; ~ up a loss komneHcyBaTy
30UTKK; ~ up an order 3pO06GUTY 3aMOBJ/IEHHS

Managing Director AMpeKkTop-po3nopsaHIK
manufacturer ~ BUrOTOB/OBAY,  3aBO/-BUIOTOB/IHOBAY, thipma-

BUroTos/loBaY, pabpuka;, manufacture’s departments Bigginm,
MoB’A3aHi 3 BUrOTOB/IOBAYEM

mark: ~ all cases as ... npomapkyiiTe BCi WMWK/ SK; ~ ONn every
package mMapkyBaHHS Ha KOXXHOMY MiCLL

market: ~ is limited for such goods Ha puHky — 06mMexeHuin nonuTt
Ha ToBap Takoro poay; on world ~s Ha cBiTOBMX puHKax; there is ~ for
iCHye nonuT Ha; there is no ~ for nonuTy Hemae

marking: MapkyBaHHSA, Hagnucu i YMOBHI 300paXeHHs (Ha mapi);
good clear ~ uiTke MapKyBaHHA Ha Tapi (0719 wWBUdKoi ideHmudpikayir
Xxapakmepy BaHmMaxa)

maturity: ~ date TepmiH cnnaTti, WO HacTynuB; at ~ KO/IM HacTynae
CTPOK naTexy

meet: ~ a bill cnnauyBatn Bekcenb/paxyHok; ~ a loan norawartu
nosuky/kpeaut; ~ debts cnnadysatu 6opru; ~ one’s commitments
BMKOHYyBaTW B3ATI Ha cebe 060B'A3kM; ~ one’s liabilities promptly
WBMAKO BUKOHyBatu cBOi 0060B'A3kM; ~ partially 3a80BinbHUTK
(npoxaHHs1) 4YacTkoBo; ~ smb to discuss smth further 3ycTpitTucs
3 KUMOCb, UO6 6inbWw  AeTaslbHO  06roBOPUTU  WO-HEGYOb,
~ smb’s requirements BuKoHaTu 4Yuicb Bumoru; ~ the (assumed)
financial obligations BukoHaTn (B3ssmMi Ha cebe) iHAHCOBI
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3000B'A3aHHs; ~ the claims roTyBatu CBOI [oKa3n (3a M03080M);
~ the due date cnnatntn y BkazaHuil TepmiH; ~ the expense nokputu
BuTpatu; ~ the liability noracutu rpowose 3060B’A3aHHSA

member: bracing ~s kpinubHi enemeHTn
mercantile agents TOprosi areHTu, NocepeHUKN

merchandise: ToBapn (Syn. goods for sale); ~ inventory ToBapHi
3anacu (2omosoi npodykyir)

merchant: komepcaHT, kyneup; ~ middleman (amep). He3zanexuHui
TOproBuii nocepedHuk (Syn. intermediary); ~ ship ToprosenbHe cyaHo;
~ shippers ekcrnoptepu, WO BigNpasnsAloTs BaHTaXX MOPEM

Messrs = Messieurs naHoBe

metal: ~ band 6aHpax; ~ fittings metanesi iTiHIM; ~ stencil
MeTasieBuii Tpadapet

metrication BnpoBamKeHHA/BUKOPUCTAHHS METPUYHOT CUCTEMMU

money: ~ due to rpouwi, Wo Hanexarb (komy-Hebyos);, ~ order for
rPOLLOBMIA Nepekas An1s

monthly: womica4yHo; ~ account terms yMOBM LLOMICAYHOIO PO3paxyHky;
~ settlement LLOMiCAYHMI po3paxyHOK; ~ statement LLOMiCAUYHNIA 3BIT

most up-to-date shelving system Haibinbw cyyacHa cuctema
30epexeHHs1 Ha NoANLAX

motor: ~ tanker TaHkep; ~ vessel Tennoxig
multi-national organization 6aratoHauioHasnibHa opraHisauis

mutilations (in the text) nepekpyyeHHs (Wo 08i06Yy/IUCS rpu nepekasi
mekcmy)

N
name of addressee im'a agpecata
navigation: inland ~ BHyTpilLHE CyaHOMNNABCTBO
negligence Heabainictb (B8 po6omi)

negotiable: o6iroBuin (npo sekcesb i m.n.); ~ bill of exchange
06iroBuii Bekcenb

negotiate BecTn neperosBopu; 3a1aroguTu cnpasm
negotiating bank 6aHk, L0 Befe neperosopu
net: ~ cash cnnata rotiBkow (6e3 3HUXKU); ~ prices LjiHN HETTO
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notice: nosigomMmneHHs, cnosiweHHsA; ~ of beginning of production
MoBIZOM/IEHHSI NPO noyaTtok BUpobHMLUTBa; ~ of deficiencies 3asBa npo
HEBIAMNOBIAHICTb NOCTaBKM 3aMOBJ/IEHHIO, WO 6yn0 3p06/eHo; at ~ npu
cnosiweHHi; until further ~ 10 0C06MBOrO CNOBILLEHHSA

notification: nosigomneHHsa; ~ of number of packages kinbKicTb
Micub (po sBaHMax), shipment ~ NoOBiLOMMEHHS NPO BifjBAHTaXEHHSA

o

obligation: ~ hereunder 30060B’fi3aHHA 3a [daHUM KOHTPAKTOM
(0okymenmom); ~s incurred B3ATi 3060B’A3aHHA; unless you meet
your ~s §KLO Bu He BUKOHAETE CBOIX 3060B’3aHb

observance of the terms B/koHaHHA ymM0OB

obtain: ~ indemnity oTpumaTn cTpaxoBe BifLLKOAYyBaHHSA; ~ payment
through legal channels gomortuca cnnatn yepes cyg,

offer: ~ smb a sole agency 3anponoHyBaTu KOMy-HEOyOb €AVHE
npeacTaBHULTBO

open: ~ a credit for... in your favour BigkpuTn Kpeaut ana Bac y cymi
..; ~ a current account BigKpuUTVW MNOTOYHWI paxyHOK; ~ account
BIOKPUTUIA paxyHOK (MOKyrneyb rnepioduyHo crisiadye 3abopaosaHicmsb);
~ account terms yMOBW BiKPUTOrO paxyHKy; ~ cover BigKpuTuii nonic
(HeobmexeHuli y 4aci); ~ order BigkpuTe 3amoBrieHHs; ~ this end
Bigkpusatu TyT! (Hadnuc) opening: ~ greeting nNpuBiTaHHs, BBIU/IMBWIA
noyartok (y siucmi); of a branch office BigkputTa chiniany

operate as agents npavtoBaTty y SKOCTi KOMiCiOHepiB

order: ~ for shipment Hakas npo HaBaHTaXeHHA/BiABaHTaXXEHHS
ToBapiB; ~ is sent to the factory for manufacture 3amoBneHHs
HanpaBNseTbCcA Ha pabpuky (3aBod) 3 TUM, WOOG BUTOTOBUTK BUPIO;
~ will have our immediate attention mu Bigpasy X BidbMemocs
3a Bawe 3amoBneHHs; this ~ is binding till... 3amoBneHHs
€ topnanyHo obos’sA3koBuM; we would appreciate your ~ 6ynu
6 BAsAYHI, OTpMaBLLK Big Bac 3amoBreHHsi; on receipt of the ~ npu
oTpumaHHi 3amoBneHHsi; small ~ apibHe 3amoBneHHs; we accept
your ~ in line with your instructions npuimaemo 3amOB/IEHHS
[0 BUKOHaHHA BignoBigHO [0 Baworo posnopsmkeHHs; we have
not yet received your ~ regarding My we He oTpumasin Baule
3aMOBJ/IEHHs, MoB'A3aHe 3; we are very pleased to have your
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~ MW pagi, wo By po3mMicTunM CBOE 3aMOBJIEHHS; your ~ is receiving
immediate  attention  Bawomy  3amMOB/IEHHIO  MPUAINAETLCA
nepwoyeprosa ysara, your ~ is considerably short Bauwe
3aMOBfieHHs focutb HenosHe; this ~ stands until ue 3amoBneHHA
hincHo po; we hereby accept your ~ uvm npuiimaemo Bawe
3amoBfieHHs; ~s of value uiHHI 3amoBrieHHs; treat all other
~s as cancelled posrnsgatn BCi iHWI 3aMOBMEHHSA K aHy/bOBaHi;
unfortunately, you did not execute our ~ completely Ha xasb,
Bu He BMKOHa/IM Mili Haka3 MoBHiCTIO; it takes us ... days to execute
large ~ s Ham MNOTPIOHO... OHIB AN BUMKOHAHHA BEMUKUX 3aMOBJ/IEHb;
~s will be executed 3amoBneHHs1 6yayTb BUKOHAHI CyBOPO Ha OCHOBI

organization with opportunities opraHizauisi, e MOXHa A0CArTH yCnixy
outline of the situation 3arasibHa xapakrepucTunka cutyau;i

outstanding: HeonnayeHHsblli (0 dosieax); ~ balance of HeonnayeHHbIi
oCTaToK (B cymme); ~ claims HeyqoBNETBOPEHHbIE NpeTeH3uu; ~ from
previous accounts HecniayeHuii 3a nonepeaHiMy po3paxyHkamu

overall measurements ra6aputHi po3mipu (mx overall dimensions)
overbuying kynuTu 6inbLue HixX NOTPiIGHO, 3aliBi 3aKyniBAi
overcharge for 3aBuLleHa LiHa (Ha Wo-He6yOb)

overdraft: nepeBuLLeHHS kpeauTy y GaHki, oBepapadT; ~ limit kpaiiHili
po3Mmip Kpeauty (Harp., mol, Wo 6aHK 003B0/1SIE BO/100apPH0 PaxyHKa)

overdue: NpocTpoueHwuii (n1amix); ~ accounts paxyHK/ NPOCTPOYEHNX
nnarexis; ~ order 3aMOBJIEHHSA, IO HE BUKOHAHO B CTPOK

overrun one’s reserves nepesunwnTn CBOI pesepsu

overseas: ~ contract 3aKOpAOHHWI KOHTPaKT, KOHTPaKT 3 IHO3EMHOM
hipmoto; ~ markets 3aKOpA0OHHI PUHKK

oversight: it is through an ~ BHacnigok Hegornagy
owe 3aboprysaTu, 6yt B 6opry
owing to the slump y 38’3Ky 3i cnagom (8 eKOHOMIYi)

P
package 6aHaeposnb

packing: ~ in wooden cases ynakyBaHHs (BUpP0OG6IB) Y [EPEB’'SHI
AWNKK; ~ note nakyBanbHuiA nncT; faulty ~ noraHe nakyBaHHs; solid
~ LynKe nakyBaHHS
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partial shipment HenoBHa napTis BaHTaxa, Lo 6yn0 BiANpaB/IeHO
particular: ~ average Bunagkosa asapif; ~ average loss (has
occurred) masia Micue LWKoga 3 BMNAAKOBOI aBapii; ~S nogpooul,
aetani

partnership napTHepcTBO, TOBAPUCTKICTb

patterns of fabric 3pa3ku TKaHVUHK

pay nnatutu, cnnatutn (Syn pay off; repay); ~ arrears nnatutu
3 3arpumkolo; ~ at maturity cniatmtm 3a HacTaBaHHSI CTPOKY
nnarexy; ~ at sight cnnadysatv 3a nogaHHsam; ~ by a letter of credit
cniatuTu 3a gonomoroto akpeantuea; ~ by bill of exchange crninatntu
nepekasHum Bekcenem; ~ by check cnnatntn uekom; ~ by draft
cniatutu nepekasHum Bekcenem; ~ by instalments nnatutu
y PO3CTPOuUKYy (yvacmuHamu) ~ by means of nnatutn 3a [onomororo;
~ by means of bill nnatutn Bekcenem; ~ in advance nnatutu
Hanepes, ~ in full cnnavysatn nosHicTio; ~ monthly or quarterly
po3paxyBaTUCA Ha LWOMICSAYHI abo LWoKBapTasibHii OCHOBI; ~ the
account cnnadyBatu paxyHok; ~ the sum on a bill of exchange
BUNNATUTK NOTPIOHY CyMy 3a NepekasHM BeKcesiem

payable: ~ at sight w0 onnadyeTbca 3a nogaHHaM; ~ at the current
rate of exchange cnnadyBat 3a MOTOYHUM OOMIHHUM KYpPCOM;
~ at thirty days’ sight nnatexom uepes 30 [HIB micnsa nofaHHs,;
~ on demand nnarexom 3a BUMOrow; ~ to bearer Ha nogaBsus

payee oTpuMyBay nnarexy (mod, KoMy niamsims)
payer nnaTHuK (modi, Xmo rniamums)

paying: ~ agent nocepegHvk y nnartexax; ~ bank 6aHk-naaTHuK;
~ concern npubyTKoBeE MiANpPUEMCTBO; ~-in book kHura o6niky
nnarexis; ~-in slip nnatikHa po3nuncka

payment: ~ against documents cnsara npoTM [OKYMEHTIB;
~ by banker’s draft cnnara 6aHKIBCbKMM MNepekasHUM BEKCENeM;
~ by banker’s transfer cnnata ©6aHKIBCbKUM  MNepekasom;
~ by opening an irrevocable letter of credit cnnara wnaxom
BIiAKPUTTS GE3BIAKAMYHOIO akpeamTuBy; ~ in advance nepegonnara;
~ in arrears cnnarta 3 3aTpumkoto; ~ in full noBHUIA nnatix, cnnata
crnoBHa; ~ in kind cnnara Hatypoto, cnnarta npogykuieto; ~ of account
cnfara paxyHka, ~ on invoice cnnara Mo OTPUMaHHI paxyHka-
aktypu; ~ period ctpok nnarexy; ~s received from third parties
nnarexi Big TpeTboi cTopoHu; this ~ discharges our liability cnnary
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npoBefeHo, i Le 3HIMaEe 3 Hac BiAnoBifa/IbHICTL; our new terms of
~ Halli HOBi YMOBY niatexy; in part ~ of your last statement B Mexax
4acTKOBOT cniatu 3a Bawwum po3paxyHkom npubyTkis; please withhold
~ 6yab nacka, 3aTpumaiite cnnaty; we have arranged ~ through
MU opraHi3yBasiv nnaTix yepes

per annum (p.a.) piyHi

perfectly clear meaning of formal phrases a6contoTHO uiTke
3HaYeHHs hpas Ae/10BOr0 MOBJIEHHS

performance: BukOHaHHA (koHMpakma i m.d.) ~ clause NyHKT Mpo
BMKOHAHHS KOHTpaKTa

period of grace ninbroBuii cTpok (Harnp., mod, wo Hadaembcs
BGOPXKHUKY 0/151 no2alleHHs Mo3uKu)

perishable npoaykT, W0 WBUAKO NCYETHCA

personnel: nepcoHan (Syn. human resources); ~ manager
MeHeKep 3 Kaapis

highly-trained ~ of our company BucokokBaslithikoBaHUA nepcoHal
HaLLoT KOMMNaHii

pilferage npibHa Kpagixka

pilot ninot; noumaH

pitch cmona

place: ~ on an equal footing ctaBuTM B piBHIi ymoBW; ~ smb
on monthly account terms nepeBecTn k020-HebyOb Ha YMOBMU
LLIOMICSTYHOTO PO3paxyHKy

placing: po3wmiweHHsa (Hanp., yiHHux nanepig) ~ of the order
PO3MiLLIEHHA 3aMOBJ/IEHHSA

plaintiff no3usay

plastic: ~ kitchenware nocys 3 nnactmacu; ~ -packaged
y NONieTUIEHOBOMY YNaKyBaHHI

plating nuctu
plywood daHepa
policy nonic, ctpaxoBuii nonic

port: ~ of call nopt 3axogxeHHs; ~ of discharge nopt po3BaHTaxeHHA
(mx discharge ~); ~ of loading nopt HaBaHTaxeHHA (M loading ~)

portage cnnara 3a nepeHeceHHs Garaxy
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post: ~ office box nowTtoBa aboHemeHTHa cKkpuHbka; by separate
~S Y BUINAALj Pi3HUX NOLITOBUX BiAnpas/eHb

postal: ~ check account paxyHOk 3a nowToBuMM 4vekamu; ~ order
nowToBWIiA Nepekas; ~ stamp MOWTOBMWIA WTeMnens; ~ zone number
MOLLTOBWIA IHAEKC

postscript (PS) noctckpuntym

precaution 3anobixHuii 3axig,

premises npuMilLeHHs y Gyaisni

premium CcTpaxoBWil BHECOK (Npemis) (Bunsama Ha Kopucmb
Cmpaxosol KOMaHii)

prepare legal documents and cases rotyBatu gOKyMEHTU ANns cyay
i cnpasm y 3B’A3Ky 3 HaAaHUMK N030BaMu

prepayment nepegonnara

present interest rate on deposit accounts noToyHa BiACOTKOBa
CTaBKa 3a ienosutamu

press: Hanonsratv, HacTiiHo Bumaratn; ~ smb for settlement
HanonAratM Ha nnatexi; ~ed by creditors Toi, XTO 3a3Hae TUCKY
3 BOKy KpeauTopis

previously regular payer nnatHuK, siKWil paHilwe 34ilicHOBaB naaTtexi
BYacCHO

price: ~ concession 3HWxKa B LiHi; prohibitive ~ 3aHaaTo Bucoka
LiHa; ~ cut 3HWKeHHS UiH; ~ limit kpaliHa uiHa; ~ -list npalic-nucT;
at below market ~ 3a uiHamn Hx4e puHKoBUX; at best ~ 3a HalibinbLu
BUTiAHOW UiHOW; at the original ~ 3a noyaTkoBoOw UiHOt; at the
very special ~ 3a 0co6nMMBOK LiHOW; lowest ~ HallHWK4a LiHa; your
~ quotation orosiolleHi Bamu LiHK

prices: gross ~ LuiHu 6pyTTO; ~ are ex-works UuiHM hpaHKo-3aBoA,
3 3aBofy; ~ are firm for 24 hours uiHa 3anMWAETbCA HE3MIHHOK
npoTarom 24 roguvH; ~ are steady LiHW He 3MiHIOIOTLCA; ~ are subject
to variation uUiHM MOXyTb OyTU 3MiHeHi; ~ as quoted UiHM 3rigHO
oronowieHuM; at lower ~ 3a HaliHWx4ow UiHOW; ~ have fallen UjiHK
3HM3unuck; ~ have risen uiHn 3pocnu; — quoted are net orosioLLeHi
LiHM 6e3 6yab-AKMX HaLiHOK

primage npnbaBka 3a KOPUCTYBaHHS BAHTXKHUMUW NPUCTPIAMU CyaHa
principal npuHuunan
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printed: ~ matter apykoBaHa npoaykuis, [ApyKOBaHi Mmartepianu;
~ return address BXe HajpykoBaHa 3BOPOTHA agjpeca (Hanp.,
Ha KoHBepmi)

private correspondence npusarHa KopecrnoHeHLis

probability: high ~ Bucokuii cTyniHb AMOBIpPHOCTI

proceeds B/TOpPr; gross ~ Ba/10BWi1 BUTOPT

produce a certificate of inspection nogasatu cepTuduikaT nepesipku

production: -schedules Bupo6Hnunii rpacdik; ~ was held up (for 24
hours) BUpo6GHULTBO BY/10 NpunuHeHo (Ha 24 2oouHu); out of ~ (about
an article, model) Ginblue He BiAGyBaeTbCA (MPO Mi Yu iHWI BUPOBU);
it will interrupt our normal ~ ue NopywWWTb Haw 3BUYAHWIA LUK
BMPOOHMLTBA

products: with the advent of new ~ 3 nosiBot0 HOBMX BMPOGIB

profit: npmnbytok; ~ by HaxmBaTuca Ha; ~ margin KoediuyieHT
NpuMOYTKOBOCTI, YACTUN NPUBYTOK

pro-forma invoice npodgopma paxyHka-thakTypu
promote a product npocysatu ToBap Ha PUHKY
prompt: ~ delivery TepmiHOBa fgocTaBka
prosecute nepecnifysartu y CyL0BOMY MOPSAAKY

prospects: in your company there are greater — y Bauwili komnaHii
iICHYIOTb BENUKI MOX/IUBOCTI (Y OOCSI2HEHHI yCriXy)

protection akuenTyBaHHA; 3axXnCT

protective: ~ canvas 3axucHa napycuHa, — service (for goods)
06CcnyroByBaHHs (BaHMaxa) B [OpPO3i

protest npotectyBaTu; onportectosyBaTu; ~ a bill onporectoByBatu
BeKceslb

proven reputation nepesipeHa (0obpa) penyTau,is

provide references Hagatw/ gatu pekomeHgau,ii

provided you can guarantee 3a ym0BW, L0 Bu MOXeTe rapaHTyBaTtm
proviso 3acTepexeHHs, ymosa

public auction BigkpuThii ayKLioH

publicity campaign peknamHa kamnaHis (Syn. amep. publicity drive)
punctual despatch BignpaB/ieHHA TOUHO Y CTPOK
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purchase: ~ of shares kyniBns akuiin; ~ on a trial basis npo6Ha
3akyniens

put: ~ an embargo on Haknactu embapro; ~ in a claim for
compensation BUCYHYTM BMMOTY NP0 KOMMEHcaLit0

Q
quality: ~ is not up to fakictb He Bignosigae; inferior ~ (of goods)
HM3bKa AKiCTb (BUPO6IB); high ~ Bucoka skicTb; ~ mark 3Hak SKOCTi

quantity KinbKiCTb; 06CAr NOCTaBOK
quay npuyasn, npucTaHb
query OoBigyBaTuCs; 3anuTyBaTnt

question: earlier discussed ~s of nuTaHHA, WO paHiwe
posrnsganucs; this ~ is in the province of a secretary ue nuTaHHs —
B KOMMETEHLT cekpeTaps

quite willing to abconTHO rOTOBMWI ANsA TOrO, LWO6

quotation: po3uUiHKa; MOBIGOMMEHHS LiHW; KyPC; KOTMPYBaHHS akuiii
(Ha 6ipxi); ~ for the supply oronoweHa uiHa ons uineli nocTaBku

quote: will you please ~ 6yab nacka, oronocite/noBigomMTe Ham LjiHK

R
railhead 3ani3HWYHWIA NyHKT
range of goods acopTnMeHT ToBapiB

rate: ~ of insurance ctaBka cTpaxoBoi npewmii; all-in ~ cTaBka
3 ypaxyBaHHSIM BCiX Nocsyr

raw material prices LiHV Ha CUPOBUHY

re (= reference) Tema (yiucma)

rebate neske nosepHeHHA nepennartu

receipt: we acknowledge ~ of nigTBepoKyemMo OTpYMaHHSA

receive: ~ a first reminder oTpumaty neplwe HaragyBaHHs; ~ advice
of payment oTpumaTu MOBIAOMNEHHS NPO MAaTix; ~ wrong goods
OTpMMYyBAaTK He TOI ToBap (W0 3amoB/is/u)

recepient: oTpumyBad (mosapis i m.n.); ~'s address agpeca
oTpumyBaya (iucma)
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reciprocate BiZnoBigaTy B3aEMHICTIO
recognized business procedure B1M3HaHa NpakTVka BeeHHS Crpas
records 3BITHICTb (Syn. amep. financial statements)

reference ocob6a, WO [Jdae peKkoOMeHAauilo;  KOMMETEHTHICTb;
as a ~ y sKocTi nocunaHHs they have given us your name as a ~ Ham
nopekomeHayBasim came Bac; with ~ to ctocoBHo; with ~ to your
enquiry Wo cTocyeTbcss Baworo 3sanuty; with ~ to your offer
nocuaakymcb Ha Baluy KomepLuiiHy Npono3nLito

refund of import duty noBepHeHHs MUTHOro 360py Yy BUMNAAKY
pe-ekcrnopTy regret: it was with great ~ that Bkpaii xankywouu;
we ~ that you have had the trouble of mu cnisuyBaemo, o Bam
[0Benocs 3iTKHYTUCA 3 uumu TpyaHowamu, we ~ having to do the
following mu criiBuyBaemo, WO MW MAEMO YMHUTK TakK; we ~ we are
unable to Ha Xasb, M1 He MOXeMO

regular: ~ supplies 3BuyaliHi nNocTavyaHHs, PEryssipHi NocTaYaHHs;
~ payer cnpaBHWii NnaTHWK, ~ purchases 3akynie/i, WO MOCTIliHO
3AjlicHIOKOTbCSA

reimburse BifLLKOAOBYBaTU BUTPATU

reinforced: 3 nigcuneHHsaM, 3amMiLuHeHW; ~ bottom 0co61MBO MiLHe AHO
Tapu

reject: ~ smth if not satisfied with Bigxnnsatn wo-Hebyodb, KO HaC
He 3a40BONbHUTL, ~ed product 6pakoBaHwuii BUpI6 (Syn. reject)

rejection: BiAXNNEHHS, 3aMOBJIEHHS, HeratMBHa  BignoBiab
(Ha npornosuuyito); ~ of application BigmMoBa y npuiiHATTI 3a4BM

reminder HaragyBaHHA
remit nepekasysaru rpoLli noLTo
remittance rpowoBuii nepekas (nowmoro)

remove: ~ an embargo 3HsATM embapro (Syn. lift an embargo); ~ oil
from sumps BuganMTn MacTuIo 3 KapTepis

remuneration BuHaropomkeHHsi (Syn. fee (about lawyers, etc.); royalty
(about authors))

renew: ~ (one’s actions) BigHosnoBaTu (csol dii); ~ a floating policy
BiJHOBUTW reHepasibHWii nosic

requirement: based on your annual ~ Buxogaun 3 Bawloi WopivHOi
notpeéu
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replacements ToBap, WO Oy/10 HaAIC/IaHO 3aMiCThb IHLLMX

replies to complaints Bignosiai Ha ckapru

reply: early ~ TepmiHoBa BignoBigb; ~ by telex pgatn Bignosigb
no Tenekcy; in anticipation of your ~ B ouikyBaHHi Bawoi Bignosigj
repudiate the claim BigxnnsTu Bumory/peknamadito

reputation: our machines enjoy an excellent ~ Hawi mMalwmHN gyxe
nonysnsipHi

repute: good ~ fo6pa penyTauis

request: ~ can be met npoxaHHs/ 3asBka Moxe OyTW 3a[0BOJIEHA,;
~ can be partially met npoxaHHs/3asiBKa Moxe OyTW 3a[0BO/ieHa
nwe 4yacTtkoso; ~ for account terms 3anuT Npo yMOBW BiZKPUTOrO
paxyHky; ~ for an offer 3anuT KomepuiiiHOI nponosuuii; ~ for
references 3anuTt pekomeHgauiii; at the ~ Ha npoxaHHsi; your ~ for

a change cannot be met Ha Xa/b, M1 He 3MOXEMO MiTW Ha ByAb-AKi
3MiHU

requirement: based on your annual ~ Buxogsun 3 Bawoi wopivHol
noTpebm

reserve: ~ to oneself the right 3an1wmnT 3a co6oro Npaso; in ~y pesepsi
reserving hotel accommodation 6poHoBaHHSA HOMepa B roTeni
resort: as a last ~ Ak ocTaHHii 3aci6

retail buyer po3api6Huii nokynewb

retain a commission 3a/MWNTN 32 COOOK KOMICIiTHi

return address 3BoOpOTHA agpeca

review: under regular ~ nig NOCTiiHUM KOHTPO/IEM

rival: ~ KOHKypeHT, cynepHuk; ~ offer npono3unuyis KOHKYpeHTIB

revise: ~ a text Bigpeparysatu TekcT; ~ the terms of business
nepernsHyT! yMOBU KepyBaHHS 6i3HeCoM

reviser pefakrop

risk: all ~ 3 BignoBiganbHICTIO 3a BCi BUAW PUSKKY (PO 3aCmMepexxeHHs!
y cmpaxosomy rosici); at our ~ and cost Ha Hawl pu3KK i 3a Hal
paxyHok

rival offer nponosuuis KOHKypeHTiB

reward: it is a fitting ~ for your work Le BignoBigHe BUHaropomKeHHs
3a Baw Tpya
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robust construction miLHa KOHCTPYKLiA
round off the enquiry 3aBepLunTy 3anuT (NEBHOK hpasoro)
round-table meeting 3ycTpiy 3a Kpyr/iMm CTO/10M

routine: MOBCSKAEHHA MNpakTMKa, pPyTMHA, 3aBedeHulii Nopsaok;
NPURHATUIA pexxm npauj; ~ business letter 3snyaliHnii ginosuin AMcT

routing: npu3HauYeHHs mMapLipyTa nepeBe3eHb; ~ order 3aMOB/IEHHS
Ha CKNafaHHs MapLipyTa (lmepeseseHHs)

rubber: on ~ Ha Konecax (NMpokpaHe Ha aBmoMobi/IbHOMY Waci)

run a campaign npoBoguTu (peksamHy) kamnaito (Syn. launch
a campaign)

S
sack MIWOK; po3m. 3BINbHATY
sail ctaBuTK BiTpUNa, 34jlicHIOBaTK N1aBaHHS

salary: budgeted ~ amounts to ... 3apnnarta (0s159 cnigpo6imHuka),
L0 NepefbdavacTbes, CTaHOBUTD...

sale: ~ by instalments npogasatn Ha Bunnar; ~ on C.LF. terms
npogax Ha ymoBax Cl®; ~ on commission KOMiCiliHWA npogax;
~ on consignment npogax 3i ckiagy KomicioHepa; ~ on credit
npofax y kpeaut; ~ on trial npogax Ha npoby; ~s literature peknamHa
niteparypa (Syn. advertising literature)

Sales Manager KomepLiiHWii gUPeKTop

salutation 3BepHeHHs (y s1iucmi)

samples: ~ of quote 3pasku 3anponoHoBaHMX LiH; we enclose the
~ of Bucmnaemo Bam 3pasku

saver: ocoba, sika 3alMaeTbCA 30epexeHHsAM; small ~ Api6Hi
BKNAAHUKM

scratching TBopeHHs nogpanvH (Ha Bupobax)

sea protest npoTecT KaniTaHa (Syn. captain’s protest)
seaborne L0 NepeBo3nTLCA MOPEM

seal a container onsiombyBaTtu KOHTEHEP

seams LUBbI

seconds [pyrocopTHi ToBapu
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secure payment terms rapaHTyBaTy YyMOBU NaaTexy

securities: UiHHI nanepu; freely negotiable ~ UiHHI nanepu, WO BiIbHO
ob6epratotbesd; look for ~ cnoctepiratv 3a onepauisMu 3 LiHHUMM
nanepamu

security: 3abe3snevyeHHs, rapaHTisi, 3actaea; as ~ for a loan y sKocTi
3a6e3neyeHHs 3a No3nKo

sell: ~ by public auction npogasatn 3 aykuioHy; ~ off the entire
stock posnpogaty Becb 3anac; ~ on exchanges npogasatu
Ha Gipxax; ~ on foreign exchanges npogaBatu Ha Ba/IlOTHUX Gipxax;
~ on markets npogasatun Ha puMHKax

seller’s market puHok npogasLs
selling agents Toprosi areHT

send: ~ a BIE to the drawee for payment BucysaTtu TpaTTy Ha crniaty
(Cwm. draft); ~ a cable Hagichatn Tenerpamy (Syn. cable)

separate: sent by ~ post HagiciaHuii NOLWITOK OKPEMUM MaKETOM;
~ consignment okpema naprtisi ToBapis

serviceable npungatHuii AN BUKOPUCTAHHS

settle: ~ an account cnnatntn paxyHok; ~ by bill of exchange
cnnatutn BekceneM; ~ within 30 days cnnatutu npotarom 30 AHiB

settlement: ~ by last day of month po3paxyHok Ha OCTaHHili AeHb
micsus; early ~ OOCTPOKOBWIA po3paxyHOK; ~ is... weeks overdue
3ab0proBaHicTb 3a nnarexamy cTaHosuTb ...; we have arranged for
~ of goods My Bigaanu Hakas npo cnnaty ToBapis

sewing machines LBaLbki MaLIVHKN
shed Hasic

ship: ~ agent mMopcbkuii areHT (azeHm CcyOHOB/IACHUKIB y rnopmax
3axo0xeHHs1); ~ -broker cypnoBuii 6pokep (3aliMaembcs HYapmepamu);
~- chandler noctavasibHVK y rasly3i Mar.-Tex. 3abes3neyeHHs cyais; —
load cygHoBe BignpaBneHHsi; ~ smth by special tank nepeBo3uTn
wock y cneuianibHini EMHOCTI

shipload BaHTaXXOMICTKICTb

shipment: ~ effected nepesBe3eHHs, wWo 3giiicHnnocs; as the
~s are effected nig yac 3ailicHeHHs1 nepeBe3eHb; each ~ is separately
charged 3a KOXHy napTito BaHTaxa okpema nnara; in 3 ~s y BUrnsa[i
3 naprtii (mosapy); no trial ~s 6e3 6yab-AKMX NPOOGHMX MOCTayaHb;
small ~ apibHa napTis BaHTaxy, LLO 6y/10 BiAnpasneHo
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shipowner cygHOBMacHuK

shipping: ~ point micue BigBaHTaxeHHs; ~ release (avep.) ToBapHO-
TpPaHCMOpPTHA  HakNajHa; MNepeBe3eHHsl;  BigBaHTaXKeHHs (015
rocmavaHHsi BaHMaxxoompumysa4y)

short: kopoTkuiAi; WO BigHOCUTbCA [0 HepoBaryu; ~  credit
KOpoTKOCTpokoBuii kpeguT (Syn. short-term credit); ~ delivery
HegonoctavaHHs (Syn. underdelivery); ~ payment HenoBHWIA Nnarix

shortage: Hectauya, HepocTada, fediuuT; ~ of staff 6pak nepconany,
npobnema 3 Kagpamm

siding 3ani3H14Ha nig'isHa rinka

sight: at ~ 3a nogaHHs; ~ draft Bekcesib Ha npen’saBHuKka (Syn. sight
bill); ~ draft amount cyma Bekcens Ha npepn’siBHuKa; sixty days after
~ 60 gHiB nicna npep’asieHHs Tpartn (=60 dis)

sign: ~ one’s name on the face of the bill po3nucatucsa Ha nuuesomy
6oui Bekcens; as ~ed y nignucaHomy BUrnIsAi

silk fabrics 0Bk

sixty d/s bill uepes wictgecaT gHIB Nicia Npep AB/IEHHS BEKCeNs

sixty days after sight 60 gHis nicnsa npea’sBnexHHs Tpattn (= 60 d/s)
sling kaHar, peMiHb

slowdown in business activity cnag y Ainosii gisnbHocTi

slump nazgiHHa NonuTy, KpU3nc

social gathering Beuip, Beuvipka

software nporpamHe 3a6e3neveHHs (rpo Kom’romepu)

sole eavHuiA; ~ agency eanHe nNpeacTaBHULTBO

solicitor agBokar, noBipeHuii

solid: ~ packing winbHe nakyBaHHs; ~ waste TBepai Biaxoawn (Harnp., 8io
mapu)

sound and prosperous business MiuHe y hiHaHCOBOMY BiJHOLLEHHI
nignpremMcTBo

spare parts 3anacHi YacTuHu (Syn. spares)

special: ~ delivery ekcnpec-nowTta; ~ form cneuiasibHa dopma;
~ product line oco6nunBunii acopTMMeHT BUPOGIB

specialist export packer crieuianict 3 nakyBaHHs Ha ekcrnopT
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specification: made to ~s (about articles) 3rigHO 3 BuUMOramu
CTaHZapTa

specify: as ~ed on the attached sheet sk ue BkasaHo y nucTi,
Lo AoAA€ETbCA

specimen: 3pa3ok; ~ signature 3pa3ok nignucy

split: poskoneHuin Ha 4acTuHu; ~ pickup 36ipHe BignpaB/eHHs
BaHTaxy (Ha OCHOBI BION0OBIOHO20 Mapuwpyma)

spot cash HeraliHa cnnara roTiBko

stack: yknagaHHs (mosapy) B wTabeni; ~er cTocoykniagad; -ing
ctocoyknaganHa; ~ing defect pedexkt yknagaHHsa; ~ing yard
CKIaACbKNI MaigaHuvk (07159 wumabesitosaHHs)

staff: ~ manager meHepxep Bigginy kagpis; sufficiently trained
~ JOCTaTHbLO MiAroTOBMNEHMNI NEPCOHAN

staging area maiifjaHuvK 41 COPTYBaHHA BaHTaxXiB
staionery kaHLeNnspcbki ToBapu
stamp duty rep6oBuii 36ip

stamped addressed envelope for your reply KOHBEpT 3 Mapko
i 3BOPOTHBLOI afpecoto (0/15 BiOrnosioi)

standing: high ~ miyuHe cTaHoBULE

statement: nigpaxyHok; diHaHcoBuin 3BiT; ~ of account Butar
3 paxyHky; quarterly ~ LloKkBapTa/ibHuWi4 3BIT; our records now agree
with your ~ Hawwi 3anucu 36iraloTbcs 3 Balinmm BUTSTOM

steamer naponnas

steel furniture me6ni, Wo 3p06/eHi 3i CTaIEBUX €/IEMEHTIB

stencil 3pobuTtn Hagnuc 3a Tpadapetom (Ha mapi)

step up advertising 3miLHUTU peknamHy KamnaHito

stevedores nopToBi BaHTaXXHUKN

stock: 3anac, 3anac rotoBux BupoGiB; — list HOMeHkNaTypa nNpoaykKuii
cknapa; ~ taking iHBeHTapusauis; all the items required are in ~ yci
BMpO6OU, WO BUMararTbCs, € B HasBHOCTI; from ~ 3 3amacis; in ~.
y HasiBHOCTI, Ha cknagi; lay in a good opening ~ nigrotysatv goo6pwuii
noyatkoBuin 3anac (Syn. initial ~); on-order ~ BXe 3amMOB/eHWiA
ToBap, ToBap Ha 3aMOB/eHHs; our ~ is completely exhausted HaLui
(cknapgcbki) 3anacu ckiHumnumcs; until ~s are exhausted go tux nip,
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[OKM 3anacu He ckiHyatbcs; we advise you to ~ up Halwa nopaga —
3pobuTK 3anac

stop payment of ... until further notice npuaynuHuUTK BUNIATy cymu
[0 OTPVYMaHHSA NoAasIbLLIOrO NOBIAOMIIEHHS

stoppage 3ynuHka

stopping: ~ payment npusynuHeHHA nnarexy; ~ payment on a check
NPU3YNUHEHHS M/1aTeXY 3a YEKOM

storage: ~ charges nnarta 3a 36epexeHHs1; — rack cknagcbknii ctenax
store goods 36epiratu ToBap (Ha ck/s1adi)
stouter packing 6inbLU HagiiHe NakyBaHHS

stow: yknagatn (BaHmax);, ~ away from heat! Tpumatu (mosap)
Ha neBHIN BiacTaHi Big HarpiBasibHUX npunagis; do not ~ on desk!
He cknagysaTty Ha nany6i! (Haonuc)

stowage: yk/naflaHHs1 BaHTaXiB y BaHTaXHWUX Bifcikax CyAHa, LUTUBKA,
~ plan nnaH yknagaHHsa BaHTaxiB

strap ckpinsoBaTtu peMeHeM
strict code of conduct cyBopuii kogekc noBeaiHku

strong: ~ disadvantage 3HauHuin Hegonik (Syn. major fault, serious
trouble, major problem); ~ cover (for the lot of goods) HapjiiHe
nokpuTTA (071 napmii mosapig), ~ sales drive noTyxHa KamnaHis
3i 36i/IbLLEHHS NPOAAXY

subcontract cy6nigpsag

subject: Temartuka; npegmet (koHmpakmy);, ~ heading 3a3HauveHHA
Temun (iucma), ~ line paAOoK, e BKa3yeTbCA Tema Ai/I0BOro NCTa;
~ to exchange control regulations 3 [OTpMMaHHAM BasIlOTHOrO
KoHTposs; ~ to the goods being unsold 3a ymoBu, Wo ToBap He 6yae
po3npoaaHo

subscription nepeannata (Ha); aboHeMeHT

substandard product HekoHAWLiHWA BUPI6

substantial rebate 3HauyHa LjiHOBa 3HWXKa

substitute 3amiHioBaTy

subtract BigHimaTtu

sue smb nopywutn cnpasy (mpomu), nepecnigysatn (ko2o-Hebyob)
y CyJOBOMY MOPSAAKY
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sump nigaoH

superintendent kepiBHVK, MeHemKep

superior: uygoBuii (npo mosap), ~ quality Buwa skictb (Hamnp.,
mosapy), ~ finish 030061eHHA (MoNipyBaHHA) BUCOKOrO Kfiacy

supervise: Harnsggaru, cnoctepiratu (3a npayeto), KOHTPONHBaTK
po6oTy; ~ packing operations KOHTpoNtoBaTK NpoLEec NakyBaHHSA

supplier noctayanbHUK
supply: we ~ the market with mbl nocTayaemo Ha pMHOK

survey: O06CTeXeHHs oO6’ekta (Hafp., CcyoHa, BaHmMaxa i IH.);
~ certificate akT ornsay (Hanp., cyoHa)

surveyor (Surv.) ciopseiiep (Y Mop. cmpax.); IHCMeKTop; OLiHHWK
3i CTpaxoBoro ToBapucTBa

suspend payment of cheque npu3ynvHMTK NNaTix 3a YeKom
sustain BUTpUMyBaTu; 3HOCUTU (Ms2ap)

T
tackle nonicnact; npunagnn; Takenax

take: ~ the long view 3asupatn y maibyTHe; ~ up smb’s agency
BMKOPUCTOBYBaTU MpeacTaBHULBKI MOCNYyrn Ko20-Hebyob, ~ over bid
NPOMO3uLis MPO NOMIMHEHHS KOMMAHIT

talk things over with o6rosopuTu (okpemi numaHHs)

tally: nigpaxyHoOk BaHTaxy (r1id Yac 3aBaHmMaxeHHs/pPo3BaHMaXXeHHs);
~ clerk po6iTHWK, Lo NigpaxoBye BaHTaxX

tampering po3kpuTTa (Hanp., sWukis 8 00po3si); Nigpobka; BTPyYaHHs
tank emHicTb

tanker TaHkep

tar gboroTb

tariffs Tapucom

tax: ~ levied on the import of goods nogatkn Ha iMNOPT NPOAYKL,T;
inland revenue ~ gepxaBHuin No4aToOK

tear posipsaTtu, nopeatu

technical: ~ evaluation TexHiyHa oujiHka; ~ troubles TexHiYHi HefoMiKKn
(Syn. po3m. technical bugs)
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technological breakthrough TexHonoriuHnii npoprs
telecopier cakc, chakcuminbHuiA anapar
telefax Tenedakc

telegraph: tenerpad; tenerpacdysatu; ~ back HanpasButu BignoBigb
(y Buensioi menezpamu); ~ company TenerpaHe areHcTBo;
~ instructions nepegartu iHCTPYKUIT Tenerpacgom

telegraphed communication TenerpadHe nosigoMaeHHs
telegraphic money order TenerpadHe nnaTixxHe AOpYUYEHHS
telephone instrusctions iHCTpyKLUiT N0 TenedoHy
telerecorder peectpartop Tes1iepOHNX HOMEPIB | PO3MOB

telex: Tenekc; ~ message MOBIAOM/IEHHSA  TeJsleKCOM; -ing
BiANpaB/IEHHS TENEKCIB

tender TeHzep; NPOMNOHYBATV BUKOHAHHS JOTOBOPY

terminating carrier ocTaHHIli nNepeBi3HWK BaHTaxy (rMepedaya
KIHYeBOMY BaHMAaXxoompumysayy)

termination of contract pospuBaHHA KOHTpakTy (Syn. cancellation
of contract)

terms: ~ and conditions of sale ymosu npogax; ~ of payment ymoBu
nnarexy; ~ of this credit ymoBu oTpuMaHHA UbOro kpeauty; basis
~ of delivery 6a3ncHi ymoB/ noctayaHHs; on buyer’s ~ Ha ymoBax
nokynus; our ~ are het 3a HaWVMMW YMOBaMu  3HUXKU
He nepefbayalTbCca

texture CTpyKTypa; nepenieTeHHsl TKaHHN; TeKCTypa

thank you for: ~ enquiry gskyemo Bam 3a 3anuT; ~ for your order
No... askyemo Bam 3a 3amoBnieHHA No...

this side up HaBepx TyT! (Hadnuc Ha mapi)

time: ~ charter Taim-yapTep (Mpo nepedady cyOHa Ha nesHuUl 4Yac
Halmauy); it will take us some ~ to do this Ham noTpibeH geskuin yac,
106 3pobuTH Le

timelag pisHUUA y yaci (Mbx mumu yu iHWUMU NOJiSIMU)

tin: 0710BO; KOHcepBHa 0OaHka; ~ foil cover nokpuTTs 3 0/10B’SAHOI
honbru

tone of a communication TOH NoOBIAOM/IEHHS
totalling $100 cknagatoum y cymi 100 gon.
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tow: OyKkcupyBaHHs; CygHO, WO OyKcupyoTb; OykcupyBaTn; on
~ Ha ByKCMpYBaHHI

towage OykcupyBaHHS; naara 3a 6yKkcupyBaHHs

trade: ~ association ToproBesibHa acoujauisi; home ~ BHyTpILIHSA
TOopriBNsA; ~ papers npodieciiHi  BuaaHHsA, nyb6nikauii; ~ terms
TOproesenibHI YMOBW; TOprosesibHa TepmiHonoris; do a considerable
~ MaTtu 3HauyHuii obcar Toprieni; fairly extensive import ~ gocutb
po3BuHeHa Topriena imnoptom; fashionable ~ Topriena mogHVMUK
BMpoGamu

trademark ToBapHuii 3Hak, habpryHa Mapka

trading: ~ capacity moxnveuii obcar Toprieni; ~ firm TOproeesbHa
ipma

traffic: ~ agent (amep. freight traffic ~) TpaHcnopTHuiA areHT, ekcnept
3 NepeBe3eHHs BaHTaxiB; ~ jam 3aTop; ~ manager (amep.) aucnetyep

trailers Tpeiinepu

train-ferry services cnyxb6a Tuny «notsar-nopom»
tramp navigation TpamnoBe cyaHOM/1aBCTBO
trampship Tpamnose cyaHo (Syn. tramp)
transaction yroga

transfer: nepekasyBatn (kowmu); ~ funds nepekasyBaTy rpOLLOBI
KOLLITK

tranship (cargo) nepeBaHTaxyBaTV BaHTaX (3 00HO20 mpaHcropma
Ha iHwut); as the cargo is to be ~ed at ... ockinbkn BaHTaX HeOOXiAHO
nepeBaHTaXUTU Y MYHKTI...

transhipment nepeBaHTaXeHHs; TPAH3UTHUIA BaHTaX
transmission of a message nepegava nosigoOM/IEHHSA
transparencies fiano3nTneu

transport by ferry nopomoBe nepeseseHHs
traveller’s LIC nogopoxHili akpeanTue

triplicate: in ~ y TpbOXx ek3emnispax

trustee [OoBipuMii BAACHWK, MiKNyBa/IbHUK, L0 PO3MNOPSAKAETHCS
MaiHOM Ha 3acafax [OBip4HOi B/1ACHOCTI

tubes and piping Tpy6u
tug 6ykcup (mx. tugboat)
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turn round yac Ha 06epT cyaHa y NOpTY PO3BaHTaXKEHHS
turnover 060poT, 06ir (karnimasiy); NANHHICTb (kKaopis)

V)
ulimited liability HeobmexeHa BignoBiganbHICTb
undercharge ujiHa, L0 3aHWKeHa, naara HK4Ye BCTaHOB/IEHOI
underdog HeBaaxa (Harp., y ikoMy-He6yOb b6i3Hec-rnpoexKmi)
undertake all formalities BukoHyBaTtu BCi pOpManbHOCTI
nderwriter |. cTpaxoBLUK (1Mid Yac MOPCbKO20 cmpaxyBaHHs)
underwriter |l. aHgeppaiTep, rapaHT (M0 4ac PO3MIUWEHHST YiHHUX
nanepis)
underwriter at Lloyd’s mopcbkuii CTpaxoBUK $K YN€H CTPaxoBOro
ToBapucTea Jlnoinga

underwriting cTpaxyBaHHA (OOC/OXEHHS CMpPaxoso20 PU3UKY),
rapaHTyBaHHSA

unit of output ognHULA NpoayKLuiT

unless: ~ you meet your obligations akuio Bu He BMKOHaeTe CBOIX
3000B'A3aHb

unloading freight po3BaHTaxxeHHsA BaHTaxy, LU0 NepeBo3fTb
unobtainable elsewhere peui, ki HeMOX/MBO NpuabaT we fe-Hebyab
unscathed HenowKomKeHWI (BaHMax)

unsolicited offer npono3suuis, Wo He 6yna 3anuTaHa

up-date in design BAgockoHasieHHs1 y An3aiiHi, BUKOPUCTaHHS GinbLu
cyyacHoro gmsaiiHa

urgent message TepMiHOBE NOBILOM/IEHHSA
Use no hooks! Maukamu He kopuctysatucs!(Hadnuc Ha mapi)

\"
vacancy: if you have any ~ies for sku0 y Bac € BakaHcii
V.A.T. nogartok Ha gogaHy sapTicTtb (M4B)
valid giicHuii

validity: opugnyna cuna, giicHictb (OokymeHma), ~ of offer ctpok gii
npono3suui
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value received oTpumaHo Ha (rnesHy) cymy
valves knanaHu
van TOBapHWIA BaroH, oyproH

variation from the quality offered chakT BigxuneHHs (mosapy) Big
3anpornoHOoBaHOI SIKOCTI

varying the terms of payment 3miHa ymoB nnatexy

vehicles aBToTpaHcnopTHi 3acobu

vent holes BeHTUNALHI 0OTBOPW (Hanp., y mapi)

vessel cyaHO

vice: inherent ~ ypomxeHa (cxoBaHa) Baga (Syn. inherent defects)
view: in ~ of BpaxoBytouu (Syn. taking into account)

viewfinder (of a camera) BnaoLuykay

vintages Bu1Ha 3i 360piB NEBHUX POKIB

violation of a commercial practice nopyLieHHS KOMepPLINHOT NPaKTUKK
vouch for nopyunTtuca 3a wjo-Heb6yob

voyage charter peiicoBuii yaptep

w
W.A. clause (= with average clause) 3 BignoBiganbHICTIO 3a OKpemy
aBapito
waiting list cnncok yeprosuikis

waive BigmoBnatuca (Hanp., 8id npasa); ~ the charge BigmosnaTuca
BiJ, BUMOTM cniatu

warehouse: cknag; ~ed goods ToBapu Ha cknagi

warnings nonepemkeHHs

warrant rapaHTyBaTtu

waybill BaHTaxxHa HaknagHa

well up to Ha piBHi, He ripwe (Harnp., NPo rMokKasHUKuU)

wharf npuuan, ToBapHa npuctasb (pl. wharves)

wharfage npuyanbHuii 36ip

wire: Tenerpadyysatun (amep.) (Syn. cable); ~ reply Bignosigp
(Ha wo-Hebyos) y BUTNALj Tenerpamm
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wire-strapped 3 06py4yamu (npo mapy), 3 APOTOBUM XOMYTOM (Harp.,
rpo yrnakyBaHHsl)
withhold: ~ payment npusynuHutn Bunnary

withstand: ~ transports over bad roads Butpumysatu
TPaHCMOPTYBaHHS MO NOraHUM LUSIXam

works: 3aBog, (nk. ex works); at our ~ Ha HalLloMy 3aBogj

wrap: ~ an item 3aropHyTtu/cnakyBatu Bupi6; ~ in soft material
crnakyBaTtun/3aropHyTu y M’'siK1ii matepian

wrong goods B1upo6u/ToBapu, L0 AOCTaBEHI 3a MOMUJIKOK

X
Xerocopy Kcepokonisi

Y

York-Antwerp Rules opk-AHTBEpNEHCHLKI NpaBufia CTpaxyBaHHS
(ocobusuli do2o8ip)

Zohe 30Ha
Zoning 30HYBaHHA
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