GUIDED INDEPENDENT WORK
“BUSINESS WRITING”
1-26 80 03 “Business Administration”
II Term

Analyze the structure and layout of business letters. Study the vocabulary typical for each type of letters.

1. LETTER LAYOUT
	
Warwick House
Warwick Street
Forest Hill
London
SE23 1JF

Telephone +44(0)208 566 86
Facsimile +44(0)208 566 385
Email staff@ comvis.cok.uk
www.comvis.cok.uk


Your ref…...
Your ref. DS/MR
21 September 2018
Ms B. Kaasen
Bredgade5 1
DK1260
Copenhagen
DENMARK

Private and confidential

Dear Ms Kaasen

Non-payment of invoice 322 | L7

It appears from our records that, despite several reminders, the above invoice remains unpaid. Unless the account is cleared within 14 days from the date of this letter, we shall take legal action.

Yours sincerely

Donald Sampson

Sales Manager


c.c. Messrs Poole& Jackson Ltd, Solicitors




2. ENQUIRIES 
	DISC SA

251 rue des Raimonieres
F-86000 Poitiers Cedex
Telephone +13 9 9687736
Telecopie +11 3324162163
Email gerr@disc.co.fr

Ref. PG/AL

12 May20016

Sales Department
R.G. Electronics AG
Havmart 601
D-50000 Koln 1


Dear Sir/Madam

We are a large music store in the centre of Poitiers and would like to know
more about the re-writable and recordable CDs you advertise in this month's edition of 'Lectron'.

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

Yours  faithfully

P. Gerard (M.)
Manager











3.ORDERS
	F. Lynch & co. Ltd 
Head Office
Nesson House
Newell Street
Birmingham
8J 3EL
Telephone + 44 0778 2166 57
Fax: +44 (0)21 236 8592
p.crane@lynch.co.uk
www. lynch. com

Your ref:  D/7439
Our ref: Order DR4316

9 March 2011
Satex S.p.A
Via di Pietra Papa
00146 Roma
ITALY

Attn. Sig. D. Causio

Dear Sig. Causio

Please find enclosed our official order, No. DR4316.
For this order, we accept the 15% trade discount you offered, and the terms
of payment (sight draft, CAD), but hope you are willing to review these terms if we decide to order again.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham 83 1SQ.
If you do not have any of the items we have ordered currently in stock, please, do not send alternatives.

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

Yours sincerely

Peter Crane
Chief  Buyer

Enc. Order No. DR4316


4.COMPLAINTS
	F. Lynch & co. Ltd 
Head Office
Nesson House
Newell Street
Birmingham
8J 3EL
Telephone + 44 0778 2166 57
Fax: +44 (0)21 236 8592
p.crane@lynch.co.uk
www. lynch. com 
Your ref:……………….
Our ref: OrderNo.L4478
Date: 15 August 2011

Satex S.p.A.
Via di Pietra Papa
00146 Roma
ITALY

Dear Sig. Causio

Our Order No.14478

I am writing to you to complain about the shipment of sweaters we received yesterday against the above order.

The boxes in which the sweaters were packed were damaged, and looked as if they had been broken open in transit. From your invoice N o.1887 we estimate that thirty garments have been stolen, to the value of f 550.00.
Because of the rummaging in the boxes, quite a few other garments were crushed or stained and cannot be sold as new articles in our shops.

As the sale was on a CIF basis and the forwarding company were your agents, we suggest you contact them with regard to compensation.

You will find a list of the damaged and missing articles enclosed, and the
Consignment will be put to one side until we receive your instructions.

Yours sincerely

Peter Crane
Chief  Buyer
Encl.


5. REPLY TO COMPLAINT ABOUT DAMAGE
	Satex S.p.A.

Via di PietraPapa,00146 Roma
Telelono: +39 (0)6 7669944
Telefax: +39 (0)56875473
Er 'rral | : causiod@ satex.co.it

Your ref: Order L 4478
Our ref.: D/1162

24August 2011
Mr P. Crane
Chief  Buyer
F. Lynch & Co. Ltd
Nesson House
Newell Street
Birmingham B3 3ET
UNITED KINGDOM

Dear Mr Crane

Thank you for informing us about the damage to our consignment (Inv. No.
18871).

From our previous transactions you will realize that this sort of problem is quite unusual. Nevertheless, we are sorry about the inconvenience it has caused you.

Please would you return the whole consignment to us, postage and packing forward, and we will ask the shipping company to inspect the damage so that they can arrange compensation. It is unlikely that our insurance company needs to be troubled with this case.
If you want us to send you another shipment as per your order No.14478, please, let us know. We have the garments in stock and it would be no trouble to send them within the next fortnight.

Yours sincerely

Daniele Causio
Sales Director



[bookmark: _GoBack]
