BUSINESS LETTERS

Letter-writing is an essential part of business. In spite of telephone, telex, e-mail and telegraphic communication writing of letters continues to exist. In fact most telephoned and telegraphed communications have to be confirmed in writing. The letter is often an evidence of the arrangement or contract, and must therefore be written with care.

The Principle Types of Business Letters:
Inquiries (Enquiries) – Seek details on price, discounts, price lists, catalogues, samples and terms of sale (quality and quantity of goods, models or trademarks, terms of delivery and terms of payment).

Offers – Supply all the information requested, e.g. the name of the goods offered, their quantity and quality, price, delivery time or date, terms of payment, marking and packing instructions and other conditions. Refer to enclosures and samples, catalogues and other items sent by separate post.

Quotations –Propose products, fixed and negotiable terms, prices, transport and insurance costs, discounts, methods of payment; quote delivery.
Orders – Place orders for goods or services (give references to an advertisement or catalogue, details of the goods required: quantity, quality, catalogue number, packing, conditions and qualifications, alternatives if the goods ordered are not available).

Acknowledgements – Give confirmation that the order has been received and take the repetition of the order. With small routine orders from regular customers this may be done by means of a ready-printed postcard.

Letters of complaint/claim – Seek reparation for some fault or deficiency, e.g. late delivery or repeated delays, unsatisfactory quality of goods, wrong goods or wrong quantity of items, etc.

Collections – Aim at obtaining payment of a debt (overdue accounts) at various stages: the 1st reminder, the 2nd reminder, and the final demand (to notify the buyer before taking legal actions to enforce payment).

Comments:

inquiry (enquiry) – запрос
terms of delivery - условия поставки
quotation - оферта, предложение
order – заказ
acknowledgement – подтверждение
complaint – жалоба
claim — претензия, рекламация
reparation – компенсация
deficiency - недостача, нехватка, дефицит
collection — инкассо
overdue - просроченный
Task 1. What types of business letters do the following abstracts belong to?
1,
I am, today, sending you some of our brochures in a separate package. With these, I have included details of our new pocket portable telephone, which you may be interested in.

2.
Further to our telephone discussion on Thursday, I am delighted to tell you that we are now able to reduce the price of our computers by 10%.

3, Unfortunately, we have not received the filing cabinets which were a part of the order. We would be grateful if you could deliver these as soon as possible or refund our money.
4, We would like to book 25 places on Sun Express holiday No. 5210, departing 14th July.
5. Payment on the above order is now overdue. We would be grateful if you could send us your check without delay.
Our company is considering leasing 12 automobiles rather than buying them outright. Because it is important for us to present a favorable (and prosperous) image to our clients, we are interested in luxury cars only.
Task 2. Read about business letter style.
Because the main goal of business correspondence is to reach an agreement between partners, its style is strictly official, or formal. That means that words are to be used in their primary, not figurative, meaning. It is recommended to keep words to a minimum, to compose clear sentences, to use facts, not vague description, and to keep to the point. On the other hand, business correspondence is characterized by more sophisticated language comparing with informal style, like everyday spoken speech, and has its own terminology, phraseology, and standard abbreviations. Here belong some traditional obsolete words and foreign borrowings (primarily of Latin and French origin) like: per capita, per pro, a priori, per annum, appendix, index, curriculum vitae, memorandum, etc. In general the formal style is characterized by: more complex sentences; abstract nouns; frequent use of impersonal sentences; bookish vocabulary; avoiding contractions, colloquial words, and slang.
Task 3. Rewrite the sentences in formal business style.
1. We want you to give us your answer immediately.
2. We’ve got none of the items in stock.
3. Please don’t change the supplier.
4. We can’t tell you about delivery because we don’t know.
5. Your cheque is wrong.
6. We have been waiting too long for payment.
7. Your order will be a fortnight late.
8. You still owe us $1000.
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