Unit 11 Writing Business Letter and Email
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1. Heading (vhaavisng)
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9819

67/214 Soi Prachasuk
Prachachuen Road, Dusit

Bangkok, Thailand 10800

June 2, 1988

2. Recipient’s address (fiogvasi5uantine)
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Mr. Sam Jones
Purchasing Manager
33/1 Pine Street
Chicago, USA

20356

3. Salutation (MauAuaaTiINEg)
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Dear Sir/Madame,

3. Body of letter (saaviane)
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e D’m writing to tell you that ...
e I’m writing to inform you that ...

e This is to make you aware that ... duszudaldnansuGes.........

e Iwanttofillyouinon...
e Please be advised that ... -
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e Words cannot express my gratitude. (Annsine-lignunsnuansfienan e AN gui)
e | really appreciate you help on this matter. (fugeunmupnuINT @ nsuANdsamaevasnluEesil)
e 1 would like to thank you for your help on this matter. (SuzeuAnAMNINTE M LANTIEIRDTE
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e I truly apologize for the inconvenience | have caused. (Suraasielunnuliazaniiiniv)
e | am very sorry about the problem occurred in this matter. (fudelannifaafuilymainaduluies
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e Feel free to tell me if there is anything | can do to be of assistance. (sg1auanvzuoniuNoz l5hau

nsamemanld)
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e Don’t hesitate to ask for more help. (azasiaNazaanudzABINNLAN)

e If you have further questions, feel free to contact me. (wnamiAn NN TUsARAGREW)
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e I’'m looking forward to hearing from you soon. (duuiainazlasunisiinseainanslulidn)

e Please reply soon regarding this matter. (MWanmeunduidesiilugotl)
4. Closing (M1asme)
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Regards,

Kind regards, VOUAAIANNTUDD

Best regards,

With kind regards (ﬁ’aﬂmmmﬁwaﬂnqa)

6. Signature (M3a3m)
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24 Smith Road
Sunderland

289th August 2001

Mr Fred Hattwell
Manager

Hattwell Toys Ltd
133 Industry Road
Sunderland

Dear Mr Hattwell,

| am writing to request information about kites, as | have been informed
that those produced in your factory are excellent.

| require all specifications of all models, as well as pricing information.
Could you please send the information by first class mail?

| look forward to your swift reply.

Yours sincerely,
&, -irrf‘:friﬂmr‘?{f}'h-ﬁ;?

Ms DESIREE SABRINA HENDERSON




= = J a
3ﬂ!!ﬂﬂﬂ1§!ﬂlﬂuﬂ!ﬂﬂ§§ﬂ‘ﬂ

= =2 J a @ = a 1 - @ . =~
m3deuddginvasmiloutumsliousanunegsnseniudiuves Heading (iaavue) uag Receipt’s address (@

T Yo = ] . I 1 a S A o [
ﬂgﬂlf]ﬂﬂi’ﬂﬁ]ﬂﬁu1ﬂ) G]f\ifllgvlﬂi%ulLﬁg Slgnature (MINUIY) wtluamsNunToLaz ALK

J Yo

Tudiuwes To @) 117 1d SwddSy Subject (509) I ldiTosvouilomvziion

fod1adImagsne
To: jane_smith@gmail.com
Subject: Quotation Received

Dear Jane Smith,

I have received the quotation for product ‘Smart Watch 560°. I would like to further enquire
about the terms of payment. What are your terms of payment? Do you offer any credit?

Please reply soon regarding this matter.
Kind regards,
Kim Fisher

Purchasing Manager

Giving Quotation (mseudm@asluaueai)
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Prices

- Please find attached our quotation for...
- We are pleased to quote as follows,

- We can quote you a gross/net price of....
- The prices quoted above include...

- We can offer you a price of...per...



Discounts

- We can offer you 10% off the retail price.

- We allow a 2% cash discount for payment within 30 days.

- Our prices are subject to a 25% trade discount off net price.

- We grant a trade/ quantity / cash discount of ... % on our list prices.

- If your order exceeds 2,000 items, we can offer you a further 10% discount.
Delivery

- Delivery can be effected immediately after receipt of order.

- As requested, we will deliver on pallets to ...

- We would be able to deliver within 10 days of receipt of order.
9819

Dear Ana,

Please find attached our quotation for the new cooling unit you requested. We can offer you the
price of $450 per unit. Our price includes transportation charges and 10%VAT. As requested we will
deliver the products by sea to Thailand. If your order is more than 100 units, we can provide you a further
discount of 5%. Delivery can be effected within 30 days after we have received your order.

If you have any questions, feel free to contact me. | look forward to hearing from you soon.
Regards,
Enrique

Sales Manager



Exercise: Give a customer a quotation by email based on the following details.
Smart Phone ‘Real 130’

Price: $325

More than 50 items: additional 5% discount

Price includes duty and transportation charges

Delivery within 30 days of purchase order

Transportation mode: air

Destination: Hong Kong

Dear Sam Jones,

Eric

Assistant Sales Manager



