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INTRODUCTION TO THE SERIES

The STUDENT’S BOOKS series continued by this publication is
designed to provide a general backup for lectures and seminars conducted
at the FACULTY OF FOREIGN LANGUAGES, and to supply the
students with an opportune aid for review of previous courses. The
subjects presented in the series are widely taught, and the books are
urgently needed both by students and by teachers, employed in
undergraduate courses.

Each book in the series is based on fundamental research and long-
term practical classroom experience. One of the advantages of the series is
that the material is presented in a way which allows considerable
improvement in accessibility and comprehension.

The series is dedicated to professor SVETLANA TER-MINASOVA,
my teacher and friend, to whose outstanding efforts we owe the existence
of the FACULTY OF FOREIGN LANGUAGES.

E. Yakovleva
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INTRODUCTION

The role of correspondence in business cannot be overestimated.
Cables, telexes and especially letters often present evidence of an
arrangement or a contract, and must therefore be written with care.
Unsuitable letter or telex may cause confusion and loss, while well-
conducted correspondence is a sign of the efficiency that is so strong a
factor in success. Here are some general considerations and practical
recommendations that may prove to be useful.

A letter should never be typed or written so as to present a solid block
of matter that your correspondent feels disinclined to read. It is not always
wise to follow the rule that a paragraph should be given to each subject.
Different aspects of the same subject may be given separate paragraphs,
and each paragraph should rarely exceed six or eight lines.

A letter (cable, telex) should be as long as is necessary to say what has
to be said in as few words as possible. Clarity and conciseness are all-
important. On the other hand, do not be abrupt: your correspondent
should not get the impression that you do not have the time or do not
think him of sufficient importance.

A good vocabulary is necessary, both in your own and foreign
languages. Repetition should be avoided as much as possible.

Do not forget about the dangers of literal translation. It may convey
quite a different meaning from that intended. In this manual you will find
some of the phrases in general use that may be helpful.

When you are conducting correspondence concerning a contract or
some other business document, make sure that same words are used for
same subjects, objects and categories both in your letter and the text of the
document.

‘When you have written a letter, read it through carefully. Try to put
yourself in the place of the receiver, to find out what impression your letter
will make.

All the points mentioned above are very important. But if you are
going to be a real success, remember that ideally you should work out
your own style of writing that will give the impression of sincerity and,
being natural to you, will carry your personality to the reader.



i. ARRANGEMENT OF A LETTER ON THE PAGE

The business letter is always typewritten or printed on a sheet of paper.
There should be white space (margins) of approximately 2.5 cm on all
sides of the text, and the text should sit in the center of the page. Single-
spacing is proper, except that a blank line is left between paragraphs and
between the various parts of the letter.

Your address should be put at the top right-hand corner (house number
first, then street name, then town, etc.). Do not put your name above the
address: your name only comes at the end. Put the date under the address.
There are several possible ways to write the day’s date. In British business
letters it is customary to put the date before the name of the month (for
example, 1 May 1995). In American business letters it is the other way
round (May 1, 1995). 01/05/95 is incorrect and confusing because of the
transatlantic differences in putting the date or month first.

The name and address of the person you are writing to should appear
on the left-hand side of the page (beginning one line lower than the ending
of your address). The greeting to the reader should appear on the left of
the first line, not in the middle. The first sentence should begin under the
name of the recipient. Two lines below the text, and near to the center of
the page, the letter is closed with the words “Yours faithfully”, “Yours
sincerely”, etc. This is known as ‘complimentary close’. Four or five lines
below the complimentary close and directly underneath it, the writer’s
name appears and directly under the name comes the professional
position, if appropriate. The letter should be signed between the
complimentary close and the signature block.

EXERCISE

3amAmuTe CiaeAyIONEe NaTH, KAK OPHHEATO B J€Ji0BoH KoppecnoHIeHIHH.

12/10/91; 03/11/89; 08/03/95; 28/01/93; 30/02/65; 10/04/72; 21/05/90;
31/06/45; 19/07/13; 13/08/99; 01/09/81; 27/12/91




Il. ADDRESS: ABBREVIATIONS AND PUNCTUATION

There are several types of abbreviations accepted in business letter
writing. These are titles, professional positions, types of the company and
the address proper. He recipient should always be given a title: “Mr.” for
men, and “Mrs.” for women (unless it is known that a woman prefers
“Miss” or “Mrs.”). Naturally, if the person has earned a title — Doctor
(Dr.), Professor (Prof.), Reveread (Rev.), Captain (Cap.), etc.— the title
or its abbreviation should be used. The next line of the address is usually
the recipient’s position, such as: Director (Dir.), Manager (Mgr.),
President (Pres.), Secretary (Sec.), etc. Then follows the name of the
company where use of abbreviations is also possible. For example,
Company — Co., Corporation — Corp., Limited — Ltd., etc. Finally comes
the address proper with the usual abbreviations like: ‘St.” for Street, ‘Rd.’
for Road, “‘Sq.’ for Square, etc. For more complete list of abbreviations
see Appendix I. Note that each line of the address is followed by a comma.
The last line is followed by a full stop. But we do not put a comma or a
full stop after the date. Note also that in modern English (especially British
English), abbreviations are usually written without full stops. Below is an
example of the properly written address:

Mr. J. R. Dodd,
Dodd & Co. Litd.,
56 County Sq.,
London SWI1.

EXERCISE

[epenmunnTe CIEAyIOUME AMPECA B COOTBETCTBHH C NMPABHIAMH:

1. Hampshire/95b/ Southward Parade/R D Jones/Portsmouth/Mister/
Topsail Limited

2. Texas/135 Riverpool Road/The Manager/Amarillo/Joseph Hicks and
Nephew



3. Esquire/President/Brown and Company Limited/J B Crewe/Sussex/
Eastbourne/Brook Street

4. Endex International Incorporated/Director/Doctor/Guildford Square/R
E Etherington/District Columbia/Washington

5. Sleepy Hollow Boulevard/Los Angeles/Professor/USA/New College of
the American West/Sean M.Logan/California

6. The Secretary/121 Madison Avenue/Robert B.Stuart/New York/USA/
Silver Age Corporation/New York/New York 20032/Captain

lll. OPENING AND ENDING A LETTER

“Dear Sir”, “Dear Madam” are the usual forms in business letters. If
the sex of the person to whom one is writing is unknown, “Dear Sir”,
irrespective of sex, is the correct form. If one is addressing two or more
persons “Dear Sir” is used. Before the name of a firm the title “Messrs.”
is often written which is an abbreviation of the French word “Messieurs”.
Note that in American English the word “Gentlemen” is used instead of
“Dear Sirs”. In correspondence with strangers it is usual to change from
“Dear Sir’ to “Dear Mr. ...” after one or two letters have been
exchanged. The same title is used in writing to acquaintances: “Dear Mr.
Brown”, “Dear Mrs. Brown”, “Dear Miss Brown”, “Dear Ms Brown”.
After the salutation British people put a comma, which is considered very
informal in American English. Americans normally put a colon.

“Yours faithfully” is the correct ending for all business letters which
have begun with “Dear Sir” or “Dear Madam”. A letter can be made more
formal by the addition of “T am” or “I remain”:

I am (I remain)
Yours faithfully,

John Brown



“Yours truly” is used as an alternative to “Yours faithfully” when one
does not know the recipient.

“Yours sincerely” should be used to end a business letter which has
started with the name of the recipient: “Dear Mr. James”. “With best
wishes” or “With kind regards” may be added to business letters if the
correspondents know each other.

The signature. Women should indicate their title after their signature if
this is necessary, as it usually is in business letters:

Diana Brown (Miss)

Diana Brown (Mrs)

EXERCISES

OnpenevTe NO TEKCTY MACHMA THI 06PALICHHS 1 KOHLIOBKH.

Our Sales Manager, Mr. R D Jones, will be in Paris on business for ten
days. We would like to reserve for him a single room, with bath, from o
to 19 July inclusive.

We should be glad if you would confirm this booking as soon as
possible.

With reference to your letter No FC/258 dtd May 6, 1992 we are
forwarding you herewith our Invoice No 06/021-ac amounting to US$
100,000.00 for the works executed. Would you please acknowledge the
receipt.



LB R

LETTER OF APPLICATION

A person willing to get a certain job is supposed to write one of the
types of a business letter. This is known as a letter of application. The
letter should include the applicant’s age and experience. Also, the reason
for applying should be given, and any details (such as hobbies) which help
the prospective employer to judge the applicant’s personality. Letters
should be brief and to the point and should be clearly written or typed.
Language of the letters should follow general rules accepted in business
letter writing.

Here is an example of such a letter:

2 February 1996
The Post Office.

Dear Sirs,

1 am seeking a job as a Telephone Engineer and should be glad to
know whether you have any vacancies. I have passed the TEC
Certificate and I am taking classes for the National Certificate. I am
20 years of age.

Yours faithfully,
Gabriel Brown

EXERCISES
1. [TepepaiiTe copepanHe NACLMA HA PYCCKOM H BHCAHACKOM S3LIKAY.

2. CocraBbTe NOJGKHTEILEBI OTBET HA NECHMO, HCOOJILIYS OpeairaemMble
ppaze:

on 10 February 1996/ am pleased to inform you/a Telephone
Engineer/to interview yow!I look forward/we do have a vacancy of/if it is
convenient to you/I will be glad/to seeing yow/at 3pm

10



3. CocTaBbTe OTPMUATEILHBIA OTBET HA MHCEMO, HCTIOIBIYHA NPEAJIAraembie
dpasbi:
at present/would you please/we do not have any vacancies/in a month/
to inform you/get in touch with us/we will have in some time/l am sorry/
but it is possible that

4. Paibefite TexcT nMcbMa HA a03anbl, PAcCTABLTE 3HAKM MpENWHAHNA U
niepenaiiTe CONEPRAHME MUCHMA HA PYCCKOM H AHITIMIACKOM S3bIKAX:

30 March 1994

KOMMERSANT

The Russian Weekly

41 Khoroshevskoye Shosse
Moscow 123308

Russian Federation

Dear Sirs.

Your advertisement in today’s KOMMERSANT for a senior shorthand
typist interests me greatly I am twenty-two years of age I attended my
local college of further education where I qualified in shorthand 110 words
per minute and typing 60 words per minute the course also included
general secretarial training my present employer has increased my re-
sponsibilities in the three years that I have worked for his Company my
work includes operating the telex machine and I have had some experience
in using a simple word processor during the past year I bave been dealing
with most of the general correspondence on my own initiative and
presenting my replies for the Manager’s signature 1 am anxious to extend
my experience and should much appreciate the opportunity of an interview
I look forward to hearing from you

Yours faithfully
Sheila Brown

5. 3amonHuTe NPONYCKH TPEAIAT2eMbIMH C/IOBAMH M BbIDAKCHHAMH,
[I0CTABMB IJIANGJIbI B HYZRHbIE GhopMbL,

to deal with/to wonder/to operate/to hear/should/would/to interview/to
retire/to grant/to prepare/to be educated/to be

i1



18 May 1996

Dear Sir,

I ... from a friend that you are seeking a reliable private secretary and I
... whether you ... be willing ... me an interview.

I ... at High Lake College for girls, where I passed in English, French,
History and Geography. I ... now 27 and for the past five years have been
Private Secretary to the Managing Director of JOSEPH HICKS AND
NEPHEW, the Civil Engineers. I ... ... his correspondence, ... callers for
him, ... the agenda and the minutes for the Director’s meetings, taken
verbatim notes at those meetings. My shorthand speed is 120 words per
minute and typewriting speed 50 words per minute. I can also ... a telex
machine.

My reason for seeking another job is that my present employer is ...
soonand I ... like a change.

Yours faithfully,
Sheila Brown
CocTaBbTe NHCHMEHHBIN NIEPEBOJ NMHCLMA HA PYCCKHIE S3LIK.

6. Cocrasbre OTPMUATENHHBIE M NOIOKHTEILHBIE OTBETbI HA THCBEMA,
NPHBEAEHHLIE B YTIpAXHEHHX 4 u 5.

12
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LETTER OF ENQUIRY

A letter of enquiry is a request for a price-list or a catalogue. One does

not need to be an expert write a simple letter of enquiry. The request can
be made in a single sentence — even on a post-card. You are a prospective
buyer, you say what interests you as simply as possible.

A request for a quotation of price and terms may take a little longer

and should be clear and exact; but here again, there is no need for long,
overpolite phrases and still less for humbleness.

An enquiry sent to the supplier with whom you have not yet done

business, should begin by telling the supplier how you obtained his name.
This, too, can be expressed in simple, direct language. '

Mrode R

Here are some useful phrases to help you begin your enquiry:
Please send us your catalogue and price-list of ...

Please let us have your prices in USS$ for: ...

Will you please quote for tﬁe following items: ...

Kindly quote us your lowest prices for the goods listed below: ...

Please let us have a quotation for the regular supply of Lead
Paint in tins and drums.

We should be pleased to receive your illustrated catalogue and
price-list of ... :

Will you please send us sample of ...

‘We have a considerable demand here for silk fabrics and should
welcome your pattern-book.

Your name was given us by the Russian Chamber of Commerce
and we should like to inquire whether ...

10. The British Embassy at ... has advised us to get in touch with you

concerning ...

13




11. We hear that you are exporters of ...

12. Friends of our in this city, Messrs. ... advise us that you are able
to supply ...

13. We have seen your advertisement in KOMMERSANT WEEKLY
and should be glad to have price-lists and details of your terms.

EXERC [§ES

1. IlpouTuTe ClIEAYIONICE MMCHMO H IO MOJEJIM COCTABLTE NHUCHLMO C NPock6o#
BBLICIATL GPOINIOPY MO WHTEHCHBHOMY KYPCY AHIAMICKOr0 S3biKa.
Coobupmre qupexTopy mkossl, 4To Ber cobupaerecs nprexars Ha mwecrs
mecaues. Jaitre undopmaumio o Bamem poaxom s3bike, 0 TOM, Kax
Aosro Boi uayuanm anrnuiickmii sabik 1 koraa Bei cobupaerecs npubbirs
B Bpuraamio.

(Sussex/the Principal/Park Language School/mother tongue/247

Hampshire Road/brochure/East Brightbourne/intensive English language

courses)

15 June 1995

The Secretary,

The Association of Recognized
English Language Schools,

43 Russel Sq,

London WC 1B 5SDH

Dear Sir,

I would like to study English at a language school on the south coast
of England. 1 hope to come to England for approximately one year,
starting next September. Would you be so kind as to send me your list of
Recognized English Language Schools? =

Yours faithfully,

Diana Poitier

2. PaccrasbTe 3HAKH NPENHHAHHA B CIGIYIONIMX XBYX IHCbMAX H paibefite
WX Ha ab3ausi:

14



J B Crewe Esq.
President

Brown & Co. Ltd.
Brook St.
Eastbourne Sussex
England

Dear Sir,

Leder Bauer GMBH
666 Reutlingen
Aachenerstrasse 280
Germany

17 May 1994

We learn from the British Embassy that you are producing for export
hand-made shoes and gloves in pure hide and other natural materials there
is a steady demand here for high-class goods of this type especially in the
brighter colours sales are not high but a good price can be obtained for
fashionable designs will you please send us your catalogue and full details
of your export prices and terms of payment together with any samples you

can let us have we look forward to hearing from you.

Messrs Leder Bauer GMBH

666 Reutlingen
Aachenerstrasse 280
Germany

Yours faithfully
Helmut Schmidt

Brown & Co.Ltd.
Brook St.
Eastbourne Sussex
England

25 May 1994

15



Dear Sirs

Your enquiry of 17 May 1994 which we welcome is receiving our
attention and we thank you for your interest in our products a copy of our
illustrated export catalogue will be sent to you today together with a range
of samples of the various skins used in the manufacture of our gloves and
shoes we think the colours will be just what you want for the fashionable
trade and the beauty and elegance of our designs coupled with the superb
workmanship should appeal to the discriminating buyer our Representative
Mr. Joseph Brown will be in Reutlingen next week and he will be pleased
to call on you with the full range of samples of our hand made lines he is
authorized to discuss the terms of an order with you or to negotiate a
contract it will be a pleasure to serve you.

Yours faithfully
J. B. Crewe

3. hpiiTe oTBET Ha CIEAYIONMI 3ANPOC:
Dear Sirs, '
[ would be obliged if you would let me know the lowest price you can
quote for a good quality China tea for a regular order of ... per month.
Yours faithfully,
R. D. Brown

4. BoccranoBMTE 3aNpOC N0 CHEYIOIUEMY 0TBETY:

Dear Sir,

Thank you for your enquiry for 5,000 booklets. These would be ideally
suited to our plant and T hope you will find our work price attractive.
Meanwhile, 1 enclose examples of similar work which we have done so
that you may see the standard of quality which we achieve.

Our estimate will reach you in about ten day’s time, with samples of
the paper which we propose to use. :

Yours faithfully,
Sean M. Logan

Here are some opening and concluding phrases:

1. Many thanks for your enquiry of 3 September 1995 ..

16
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12.
13:
14,

15

7.
18.

19

20.

21.

22,

23,

We are pleased to have your enquiry ...

It was a pleasure to hear from you ...

We thank you for your letter of yesterday ...

As requested by you on the telephone today, we ...

In reply to your telegraphed enquiry of this morning . ..
Replying to your enquiry of 7 of June 1996 ...

we are glad to inform you that ...

we are happy to advise you that ...

. we have pleasure in confirming ...
. In reply to your enquiry of 12 December 1995 we (have pleasure in

enclosing) (are sending you herewith) ...
the brochure requested
full details of our offer

particulars of our special lines

. details of our export models.
16.

We thank you for your enquiry and have today sent you a full range of
samples.

We are obliged to you for your enquiry of 17 April 1996, and ...
Referring to your letter of August 20, 1995, we ...

. Our whole experience is at your service. We hope you will make use of

it.

We think we have covered every point of your enquiry. If.not, please
do not hesitate to write to us again. It will be a pleasure to give you an
immediate reply.

We should appreciate the opportunity of showing you how efficiently
we can serve you.

Words alone will not prove what we claim for our products: only a
trial can do that, and a trial will convince you.

You may rely on us to give your requirements immediate attention.

I:7



24. We are sure that these goods will meet your requirements, and we look
forward to your first order.

25. We look forward to the pleasure of serving you.
26. An early reply would help us to help you.
27. Our services are at your disposal.

18
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ACKNOWLEDGEMENT AND REFUSAL
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L
ORDERS. THEIR

After the answer to the enquiry has been received the next step is to
place an order. It should be borne in mind that language of an crder
follows the same pattern as that of the enquiry. Abundant courtesy should
be avoided; it should be put in simple brief sentences and straight to the
point. As far as acknowledgement or refusal of an order is concerned the
situation is different, since professionally and psychologically the seller is
more interested in making a contract than the buyer. That is why in his
case a more polite and careful turn of phrase is required; this can turn out
decisive for his business.

The buyer must make clear to the seller exactly what he wants. That is
why clarity is needed. Some of the details that may need mention on an
export order are:

1. Quality: Clear reference to the catalogue or list number; grade or class,
for new materials or natural produce; colour, pattern, model or finish,
for manufactured goods; and whether goods are to be inspected before
shipment , or on arrival at the inward port.

2. Quantity: Clear statement of the number, weight, length, etc., for each
item ordered; higher and lower limit, if total quantity is not definite.

3. Alternative: Alternative goods acceptable, if exact goods required not
available. :

4. Documents: All documents required (Bill of Lading, Commercial
Invoices, Consular Invoices, Insurance policy, and special
declarations) and instructions for their sending.

Sometimes large firms use an export order-form for ordering.

Opening phrases:

1. We enclose our official Order no. ...
2. We have pleasure in sending you 2n order for ...

3. Please supply the following: ...

19
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10.

11.

12.

13.

20

Thank you for your offer of 1 July 1993, which we accept on the
terms quoted.

Many thanks for your quotation for the supply of ...
Please send us at once: ...
Will you please arrange early shipment of? ...

Thank you for letting us have samples of ... . We should be glad if
you send us ...

Referring to quality, etc.:

The quality must be up to sample ...

‘Weight and colour must be as sample supplied ...

A medium quality would be suitable ...

Only fruit packed so as to be in fresh condition on arrival can be
accepted.

We must point out that the machines must be guaranteed to be to
our own specification.

There is no market here for the higher-priced CD players. Please
send only models in the medium price-range.

We enclose a trial order. If the quality is up to our expectations,
we shall send further orders in the near future.

We are arranging for the consignment to be inspected before
shipment and must ask you to send omly goods in perfect
condition.
All lengths supplied musi be cut to the exact dimensions quoted in
your offer.

Superior finish is important: a rough appearance would be quite
unacceptable.

The minimum quantity required is 10 tons, but we would accept
up to a maximum of 13 tons if the quality is high.

If patternNo.56C is not available please send57, 58 or 59C
instead.

Please supply the nearest you have to the enclosed sample.



14. If you have a similar article but of better quality, please supply it
instead, provided the price is not more than 7 per cent higher.
Refusing an order:

1. Regarding Ttem No.4 of your order, we regret that do not
manufacture this in wood.

2. In this instance we are unable to accept your order, as we cannot
match your pattern.

3. Supplies of raw materials are becoming difficult to obtain and we
have no alternative but to decline your order.

4. As our factory is at present fully occupied with contract orders, we
regret having to decline your order.

5. As we should be unable to promise delivery before next spring, we
feel we must return your order, with apologies and best thanks,

6. Production difficulties force us to decline further orders for this
model for the time being.

7. The political situation has caused supplies of crude oil to ‘dry up’
entirely, and we are forced to discontinue its delivery.

8. Any alteration in design would mean re-setting our machines, and
the cost of this would be prohibitive unless you could place an
order for some 7,000.

9. The small quantity you require would not be possnble to produce
at an economic figure.

Closing sentences:

1. As soon as we are in a position to supply this line we will get T
touch with you again.

2. Our difficulties are only temporary and we shall welcome your
enquiries in the future.

3. We hope you will understand the circumstances which compel us
to decline your order this time, and that you will allow us to be of
service to you in the near future.

4. Of course we will advise you as scon as we are able to supply these
goods again.

5. You know you can rely on us to supply you again as soon as the
situation improves.

21



EXERCISES

1. Hcmonb3ys npuseneHHbie Hyke 00pasubi, COCTABLTE NOATBEpKAeHHE/
0TKAa3 0T 3aKa3a K TeKcty muckma A), a no rexcram B) u C) soccerano-
BHTE 3aKA3.

A)
Dear Sirs,
We have now had the opportunity of testing the sample video tape left

by your representative recently. It has proved to be all you claim for it, and
we are prepared to order the following as a stock trial order: '

2 Boxes 100 Playing time 60 Type HG
1 Box 100 2 120 Type HR
2 Boxes 100 s 180 Type HQ
1 Box 100 “ 240 Type HR

You will of course appreciate that your make is not well known to the
VTR-using public, and we hope you will extend your national advertising
as mentioned by your traveller.

Our order is subject to your dcceptance of our usual terms of payment,
i.e., 30 days after date of Invoice. We refer you to Brown & Co. Ltd. of
this town, should you wish to miake any enquiries.

Yours faithfully,
B)

Dear Sirs,
We were very glad to receive your order for:
5 pcs of 34 Ball Valves,
to be supplied to your own specification.

As we mentioned in our previous letter, delivery for valves made to
supplied specifications is not normally possible in less than 2 months, but
we should like to help you and are giving your order priority. You may be
sure that your valves will be ready for shipment by 6 June 1994.

We will advise you when your order is ready for collection and shall be
pleased to assist you to the best of our ability at all times.

Yours faithfully,

22
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Dear Sirs,

We are very grateful to you for your indent No.64 for 15,000 boxes of
No 102 STAPLE REMOVER.

To our regret we are unable to accept your order at the price
requested: US$ 500 per 1,000. You will find on referring to our previous
correspondence (our letter of 23 October 1995) that we gave you our
lowest price for this quantity as US$ 550 per 1,000. Since then, prices
have tended to rise rather than fall, and our profit margin does not warrant
any concession by way of quantity reduction or discount.

We should, of course, be glad to fulfill your order if you will confirm at
US$ 550 per 1,000 settlement at 30 days.

Yours faithfully,

2. CocTaBbTe NPeNIOMEHMS M3 COSAYIONMIMX  CMBICIOBBIX  Tpymm;
PACIOIOARMTE NPEMTOMEHHS TAKHM 06pazoM, UT00bI NONTYHHICH CBAIHbIH
TEKCT MMcem: A) NMChbMO-TIOATBEPRAeHHe 3akaza W B) mucemo-orkas.
PasfeiiTe Texcr Ha ab3anbL

A)

date of dispatch/as requested/we will advise you of

Printers No 53

for your order of 15 January for/very much/thank you

at all times/we are/at your service

Printers No 65

and we can guarantee delivefy/are in stock/well before 30 January/all
these items/to your Moscow warehouse

= T S

B)

2. we have come to the conclusion that/to approach another
manufacturer/after carefully considering it/in this instance/ howeve/it
would be better for you -

3. at any time/to meet you/do let us have/if it is within our power/cther
enquiries/as we shall be only too pleased
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4.

very much/for the order contained in your letter offwe thank you/10
August

but hope that/we are really sorry/our position/you will understand/not
to be more helpful

before September/at our works/meeting the requirements of/but would
seriously interrupt/your specification/and this would not only be
impossible/the setting up of special equipment/our normal
production/would require

3. Bamia upma 3aWHTCPECORAHA B 3AKYNIKE ABAUATH TeJie(OHHBIX CHTTEM

U JecaTH paKcHMIIbHLIX annapatos. [lo pmeomemycs CiucKy Moesiei
cocTasbre NMMchbMo-3anpoc B Mockosckuit oguc Maunycura Dnekrpux
Hupacrpuan Ko, JIta ¢ npocs6oii ykasaTs meHbl HA MHTEPECYIOIIME BAC
TOBAPLI, NPEANICNATAEMEIM OTBET HA 3anNpoc, a4 TAKKE 3aKa3 M
NOATBEPARACHHE 1aKA34.

Matsushita Electric Industrial Co., Ltd. Moscow Office Room

No.1047, Hotel Mezhdunarodnaya 2,Krasnopresnenskaya Nab 12

S N s e (B

KX-T2470B Answering System

KX-T3250B 2-Line Intercom

KX-T2632B Answering System

KX-120B Telephone Answering System with Facsimile

UF-270M Versatile, Full-Featured Facsimile with Memory

UF-160 Compact Multi-Featured Facsimile with Automatic Paper
Cutter

4. Ber mony9wuma 0T PYKOBOACTBA PYCCKHIl BRPHAHT muchbMa. Bama 3ajnaua

COCTABMTHL AHTAMHCKMI BAPHAHT B COOTBETCTBHH ¢ HAIOREHHBLIMH
PEKOMEHARUHEMH H HCNIONB3YH NPOAACHHLINA JJEKCHIECKHI MarepuaJl.
Veaxaemrle rocnoza!

Co cceukodi ma Bame muckMo MNe 83/BIR or 7 despans 1995k

Coobmaem Bam, uTO MbI xOTenu OBl MOMAYYIMTH OT Bac CHEAYIOLIEE

06OpyROBaHHE O COIMNACOBAHHBIM YCIOBHAM: x
1. Mauunxa nummymas B ' 2 mT.
2. MHOXHTENbHEIA anmnapar 1 mr
3. Kommnriorep 1 mr
4. TeneBH3HOHHEI MOHHUTOD 1w
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Ms1 Obl xoTems, wrobsl 310 ODOpymOBaHME OBUIO TOCTaBNEHO B
TeYEeHHE JBYX MECALIEB, 4 HE TPEX, KAK Bbl MUITHTE B CBOEM MHCHME.
C HeTepneHHeM JXKAEM BAIIHMX JeHCTBHEA.

C yBaxennem,
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LETTERS OF COMPLAINT

Being the Buyer or the seller determines the type of letter of complaint
one would write. If you are the Buyer you would usually complain of
errors in carrying out an order or delays in the delivery of goods. Your
complaints may also arise from the delivery of wrong, damaged or
substandard goods. If you are, on the other hand, the Seller you would
often write letters to try to get customers to pay accounts that become
overdue. The style or tone of both types of letter will depend on the kind
of the partner for whom it is intended, whether your partner has
previously violated terms and conditions of Contract, how valuable the
business is, etc.

A first letter will usually be friendly in tone, be accompanied by a
copy of the order or account, and show neither annoyance nor hint of
doubt about the partner’s intention to deliver the goods or pay.

If no reply to a first letter is received within reasonable period, the
second and the third letters are written to show that the writer can not and
will not wait longer and that he now intends to take some action. Just
what action will depend on individual circumstances.

Below are some phrases that may be helpful in writing letters of
complaint and replies to them:

1. It is causing us the greatest inconvenience and I am losing
business as a result.

2. We must respectfuily point out that the goods received are not in
any way up to the quality of the sample on which we ordered.

3. We regret very much that we have not been able to execute your
order as soon as we anticipated ...

4. We are sorry we have not been able to dispatch ...

5. We have received your letter of ... and are at a loss to understand
your complaint as to the quality of ... supplied to you.
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6. May we draw your attention to our statement dated 18 May for
the amount of USS ... settlement on which was due by 5 June.

7. Will you kindly let us have your draft in settiement of Invoice No
woof ..

8. Our guarterly statement was sent to you by airmail on ... , but as
we have received no advice of payment we enclose a copy of the
account and should be glad if you would arrange early settlement.

9. No replies to our letters of ... and ... having been received, we’ll
have ne option but to take immediate legal action to recover the
amount due to us unless your payment is received within 10 days.

10.1t is impossible to keep this amount open any longer and we are
taking measures to obtain payment through legal channels.

11. We have given you every opportunity of discharging your debt
but we have had no evidence of your willingness to honour your
obligations. We are therefore instructing solicitors in your town to
take the necessary action to enforce payment.

EXERCLSES

1. YeranoBuTe 1O CTHUIIO MMCEM NOCIEI0BATEILHOCTE, B KOTOPOH OHH MOTJIH
b1 GBITh HANPABJIEHBI BALIEMY NI2PTHEDY, 4 TAKIKE X OTIPABUTE/H,

A)

Dear Sirs,

It is our wish to serve you promptly and with first-class goods. So far,
we think we have done this, for your orders have come in regularly and we
have had no complaints from you.

We should like to continue providing you with this service, but you
also have your part to play in making this possible, which is to settle our
accounts within the stipulated time. Unfortunately your response to our
appeal has not been very helpful.

Send us your remittance at once please, and make further service
possible.

Yours faithfully,
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B)

Dear Sirs,
We must protest most emphatically about your failure to deliver our
order No. ... . We have now telephoned three times but, in spite of your

repeated promises that the goods were about to be dispatched, nothing has
arrived.

It is causing us the greatest inconvenience and we are losing business
as a result; if you can not let us have the goods immediately, please cancel
our order and we will take business elsewhere.

Yours faithfully,
0

Dear Sirs,

We have received the ... (our order No ...) and must respectfully point
out that they are not in any way up to the quality of the sample on which
we ordered. If you can allow us a discount of ... per cent on the price
originally quoted, we will keep them. Otherwise we are afraid that we
must return the whole consignment. We will hold them in stock until we
hear from you.

Yours faithfully,

2. CocraBbTe npenToReHHS U3 CHCNYIOIMX  CMBICTIOBBIX  TpyTIL;
PacnoyoxiTe MPeRNoAmeHHa TAKKM 06pa3om, yrolbl noyusucs Ces3HbIR
TEKCT NMCHbMA-0TBETA:

1. in this class of goods/in the past/is no more than is usual/without
complaint/and certainly no more than/the slight variation in
quantity/you have accepted

2. your letter of 1 September/l write/to acknowledge

3. Ifearfit is our view that/have been fully compiled with/that wé cannot
allow you/the terms of your order/ and in the circumstances/to return
the goods

4. it is justified/I have thoroughly investigated/and, with all due respect/I
do not think/the complaint you make/I must say that
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3. B nmceme-oteere Ha xaaofy 3JANGIHMTE MPONYCKH NPEAIAT2EMBIMH
CI0BAMM M BHIDREHHSIMH, NOCTABMB IJIATO/bI B HYRHBIE PopMbIL:

to receive/to explain/to forget/to pay(neg.)/to press/to be overdue/to
golto settle

Dear Sirs,

We ... very much that your account ... before this and, we hope, in
view of the special circumstances which we ... to your representatives
you will not think it necessary ... to the trouble and expense of legal
proceedings. We ... by certain creditors lately, but the embarrassment is
temporary, and we can promise that your account ... at the end of this
month, by which date we hope ... substantial payments from debtors
whose accounts ... long ... .

Yours faithfully,

=

. Y pameii upMbl ecTr MHOCTpPAHHBIA NAPTHEP, KOTOPEIA Beerma
BOBpEMS OIUIa4YMBan BamH cueta. OAHAKO MOCHEAHWH CYET OIUIAYeH
He Opin. 3anepxka mpepbicHna 6 Hepenb. Bama ¢upma He nony4una
HUKAaKkuX oOpAcHeHuil. Hammmmure nucbMO B COOTBETCTBYyHOLIEM
cTHne.

2. HanWmuTe NHCBMO B COOTBETCTBYIOIIEM CTHIIE HHOCTPAHHOMY
TIOKYNIaTeNI0 TOBAPOB Bamed (QHPMbL, B KOTOPOM BhIPA3WTE MOJNHOE
HEYIOBETBOPEHWE TEM, KAK OH OIUlauMBaeT Bamu cyera. Ha samu
TPENBIIYIIAE TUCHMA OTBETOB He MOCHEN0BAIO.

3. Hamumwre MMCLMO-OTBET BalieMy NApTHEPY C ODBACHEHHEM TOIO,
4TO NOBPEKJCHHWE NApPTHX MAarHUTOGOHOB, OTIPABICHHBIX BaMH,
MPOM2OLILIO, CYI% IO BCEMY, BO BPEMS TPAHCIIOPTHPOBKH.

4. Hamuuiure nucsMO-OTBET Ha XaI00y O NOCTABNEHHBIX BAMH
OpaxoBaHHBIX H3NENHAX. YKaXHTe, 4TO eClii TOBap OyAeT noyy4eH
BaMH 0OpaTHO B MEPBOHAYANBHOI YITAKOBKE, TO BbI OTIIPABATE HOBYIO
NApTHIO 1 BO3MECTHTE TPAHCTIOPTHBIE PACXOIBIL.

29



lNVITATIONS

There exist several types of invitation. As far as business is concerned
two of them may turn out useful. The first has a social function. This is a
formal invitation to a dinner or to a banquet usually sent to the people
working for one and the same company. Such an invitation is always
written in the third person. Below is an example of such an invitation with
two possible replies:

The Director of Endex International Incorporated
requests the pleasure of the company of
MR. RICHARD BROWN
at his annual Staff Dinner
to be held at the Greeny Rooms, Brook Street
on Saturday 10 February at 7 p.m.
Acceptance:

Mr. Richard Brown has much pleasure in accepting the kind
invitation of the Director of Endex International Inc. for Saturday 10
February.

Refusal:

Mr. Richard Brown thanks the Director of Endex Internmational
Inc. for his kind invitation for Saturday 10 February, but regrets that
he is unable to accept owing to a previous engagement.

As far as inviting a business partner from other country is concerned,
the first person is always used, and the style and tone of the letter are that
of formal business correspondence.

The phrases used in invitations and replies to them could be as
follows: ;

1. It has been a long time since we have had the pleasure of seeing
you, and we do hope you will find it possible to visit us soon.

2. May I have the pleasure of inviting you to visit our company.
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10.
11
12.
13

14.

15.

16.
17.

18.

If you are willing to accept this invitation I should be pleased to
know what dated would be convenient to you.

. We are looking forward very much to welcoming you here as a

guest of our company and I do hope that your forthcoming visit to
Russia will prove to be both fruitful and enjoyable.

. I wonder if you would care to come to Russia and give us a talk

about your recent works with special reference to the problems of

If it is convenient to you, [ would suggest July, though of course, if
you cannot manage this, we will gladly arrange your visit at a date
suitable to you.

It would give us very much pleasure if you accept this invitatien.
‘We shall be pleased if you will accept ...

We sincerely hope that you will be able to accept ...

We should be much obliged if you could accept ...

It is a great pleasure and honour to accept your invitation.

1 have much pleasure in accepting your invitation.

I should like to thank you for the invitation te visit your company.
1 shall certainly be ... glad to do so.

I appreciate very much the invitation kindly extended to me by
your company. I very much lock forward to meeting your
colleagues and renew our acquaintance.

We wish we could accept your delightful invitation but
Thank you very much for your kind invitation but ...

It is with the utmost regret that I must inform you that it will be
now impossible for me to visit you on this date.

It is with great regret that I have to decline your kind invitation
owing to ... ‘

Below is an example of a business invitation and its acceptance:
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Dear Mr. Stuart,

On behalf of A/O ROSABEL I have the honour to inform you that
we feel very much interested in your proposal forwarded us by your
letter of 20 January.

It seems a very reliable way of solving the many problems of
international business and civil construction in particular through
creation of organizations involving different countries and based on
joint capital and mutual purpose.

On our part we have a plot of land in Moscow for construction, so
if you are interested we could discuss the matter of joint construction
and the items of mutual profit and interest connected with it.

‘We shall be happy te meet you or your representatives in Moscow
at any time appropriate for you so that we could discuss in detail the
conditions, terms and perspectives with you and other parties
interested.

Hope to hear from you soon.

Yours sincerely,
A/O ROSABEL

Dear Sirs,
Thank you very much for your kind invitation which I accept with

great pleasure. I shall be extremely happy to visit Moscow between
March 1* and 10™ if it is convenient to you.

I should appreciate if you could fix the exact date of my arrival.
Looking forward to meeting you I remain

Yours faithfully,
Robert B. Stuart

EXERCISES :

1. CocraBbTe NpuInalenye BameMy napTHepy IpHexaTh B Mocksy ¢ uensio
YPEryMpoBanus (JUHAHCOBLIX BONPOCOB.

2. CocrasnTe NpUIIALIEHHE BALICMY NAPTHEPY AJIS COTTACOBAHMS YCAOBHIA
KOHTPAKTA.
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3. CocTasbre npHIIAmeHHe BAIEMY MAPTHEPY MpUExarh B Mockey Ha
oTKphiTHE fU3HEC UEHTPA, IOCTPOCHHOTO COBMECTHO.

4. CbcraBbTe NpUIIALICHME BALUEMY NAPTHEPY HA OQUUMANLHLIA MpHem,
fOCBSNIEHHDII TOJOBIIMHEE CO3/AanNs Baeil GUpMbL

5, [IpumMuMTe ¥ OTKJIOHHTE COCTABICHHbIE NPUTNALIEHAS.
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A particular advantage of the telex is that both sender and recipient
have a typewritten copy of the message, which avoids misunderstandings
arising from conversation, but has the benefit of speed. It saves time and
gives a sense of urgency to the matter. For the sake of economy telex
messages are usually concise and brief, unless detailed information is
essential. Articles, pronouns and prepositions are often omitted, and
reduced or abbreviated forms are widely used. For the list of currently
accepted forms see Appendix HI.

EXERCISES

1. HlepeaaiiTe conepxanue TEIEKCa HA PYCCKOM M AHIIHECKOM S3LIKAX.
188345 SILACO US

750281 ROSAL SU

REF: 413

ATT: MR B STUART

KINDLY NOTE ADRES VNESHECONOMBANK MOSCOW 123610
KRASNOPRESNENSKAYA NAB., DOM 12, 3 POD’EZD.

PLS NOTE THAT BANK’S FEES R 5 PC N NOT 2 PC AS I WAS
INFORMED BEFORE.

B.RGDS.G.KRONIN

2. PacuuadpyiiTe TEeKCT CIeylOmero TeNeKCa B COCTABLTE OTBET HA HEIO,
HCHONb3YH NPHBEACHHYI0 HHXKe HHGOPMANMAIO.

750281 ROSAL SU

188345 SILACO US

REF: 135

TO: MR G KRONIN

THKS YR LTR SENT WITH LOGAN, N THKS FOR INFO PROVIDED

REGDG
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POSSIBILITIES OF RUSSIAN MRKT. I HOPE THIS WILL BE A
BEGINNING FOR A LONG

N FRUITFUL RELATION BETWEEN US.

IN THE MEANTIME PLS NOTE WE R INTRSTD IN WATCHES
‘SLAVA’. I WONDER IF

THE AGENCY STILL AVILBL. KINDLY ADVISE N PROVD ALL
DETAILS INCLDG PRICES N SPECS. KINDLY NOTE WE HV ALL
THE FACILITIES REQRD (WORKSHOP - WAREHOUSE -
SHOWROOMS ..))

PLS NOTE WE R INTRSTD ALSO IN FERTILIZERS. KINDLY
PROVIDE DETAILS.

B.RGDS.

ROBERT B STUART

SECRETARY

B orBeTe HA HTOT TeIEKC HeoOX0QMMO YKA3ATD, YTO €10 CONepKAHNE MPHHNTO

K CBEICHHMIO ¥ Bbl HAYMHAETE [EWCTBROBATL ¢ HMM. Takme npexiomure
JUIS (IPOMITTOBO# NOCTABKH Clieylomee:

a) ToMarHyo nacry 40% KOHLEHTpaluM, HECONEHYIO, CTeKIAHHAsL Tapa
1kr BECOM B KapTOHHBIX mpoSmx, npomseoacteo 1996 rox, stHeaps,
B komuuectse 30 ToHH no nexe 690 noIapoB 3a TOHHY,

b) cems TuikBm (pumpkin seeds) cuexuo-Genoe, 190 Tomn B 30-TH
KIJIOrPaMMOBBIX Mewnkax 1o uene 1450 nomnapos CIIIA 3a ToHHy,

C) YMCTHIA BATypanbHbIA MeZn, 15 TOHH, B AMOMHHHEBbLIX KOHTEHHepax
1o 50 kr kaxpit, o nene 1590 nonnapos CIITA 3a ToHHYy.

o NpeAIomEHHOMY JAJee OTBETY HAa TeJEKC BOCCTAHOBHTE TEJEKC-3anpoc,
HanpasJiennbiii B Mockey. ‘

ATT: MR R D JONES

RE: MICROBUSES (MAUTO)

THKS YR TLX REF 72 OF 5 AUG.

HAPPY TO CNFM POSSIBILITY OF APPOINTMENT 9 AUG 11 AM.

MAUTO DIRECTOR N I LOOK FWD SEEING YOU.

BEST RGDS '

S.VOLODIN
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3. Cocranbre TEIEKC HA OCHOBE CCAYIOLIEro TEKCTAa:

Could you please send us an invitation telex to the Russian Trade
Representation in Amman in order to obtain a visa for Mr. Alan S.Stadham
from March 2 to March 15. His passport number is P31725988 issued in
Amman in 28 April 1975; he was born in Jaffa.

4. a) HoarorosbTe MIOKeHHE CONCPKAHMUS NPHBEICHHOID HIXE TEJIEKCa HA
PYCCKOM S3bIKE /17151 BALIEr0 PYKOBOACTBA.

ATTN MR S.VOLODIN/CHAIRMAN OF BOARD

MAUTO LTD - MOSCOW

MANY THANKS YR TLX REF 305 DTD JUNE 17, 1995.

PLS BE ADVISED OF THE FOLLOWING:

1. CONFIRMATION OF RESERVATION IN DRUZHBA HOTEL AS
AGREED BEFORE AS WELL AS CONFERENCE HALL IN
MOSCOW. FIVE VOLGA CARS N ONE MICROBUS ALL TO BE
CFMD ASAP.

2. PLS CNFM HOTEL RESERVATION IN MINSK PAYABLE IN
LOCAL CURRENCY.

3. NAMES N OTHER DETAILS OF PARTICIPANTS AS WELL AS
THEMES SHALL BE FWRD TO U BY THE END OF THE
MONTH.

4. TTEMS 2N 3 IN YR TLX R NOTED.

5. W R WORKING ON POLYGRAPHIC EQUIPMENT. THE MAN IN
CHARGE LEAVING TO BELGIUM JUNE 28, 1995 N W HOPE TO
RCV QUOTATION SOON AFTERWARDS.

6. BST RGDS. RD.JONES

6) Bo1 nonyumiH 3aiaHie COCTABHTE OTBETHBIH TEJIEKC, HMesl BBHY 4TO:

. COMCKH Y4aCTHHKOB H TEMBI JOKIAZIOB JOJGKHE! ObITh MPENOCTABIEHb!
He ro3gHee 25 HIOHS,

2. rocrurmna B MuHcke 3a pyOnn 3akasana; %

B Mockse HOMepa 3aKa3aHbl B rocTUHmIE “YipanHa”;

4. MaummHb ¥ MEKDOABTOGYC GynyT obecneyeHs!:

lwd
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alc

am.
Apt.
Ave.
Bld.
cm
Co.
COD
Corp.

cwi.

Dir.

e.g.

fob

id.or idem
ie.

IHS
ILO

~5EE

ABBREVIATIONS IN COMMON USE

account

in the year of our Lord
before midday
Apartment

Avenue

Building

centimetre

Company

cash on delivery
Corporation

credit or creditor
hundredweight (= 100 pounds = 45.359 kg)
Department

Director

doctor or debtor

for example

and the rest

freight on board

gram

grain

the same

that is

Jesus the Saviour of Men
International Labour Office
Incorporated

kilogram

kilometre

litter

a pound weight
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Ltd. Limited

m metre

mm millimetre

MP- Member of Parliament or Military Police
MS manuscript

MSS manuscripts

Mt. mount

NB note or mark well
NS New Style

o/a on account of

0.n.0, or nearest offer

op out of print

(O] Old Style or outsize
ofs out of stock

oz ounce

plc. public limited company
p.m. after midday

PO post office

PO postal order

pp. or per pro for and on behalf of
Pres. President

PTO please turn over
RSVP Reply if you please
Sec. Secretary

sic thus

Sq. Square

St. Street

VAT value added tax

vis namely




ACCA

BCL
BSc
BEng
BL
Capt.
CE
CH
Col.
DCL
DPh or DPhil
D.Sc.
LLB.
LL.D.
MA
LLM
MSc
Rev

ABBREVIATIONS OF TITLES

Associate of the Association of Certified Accountants
Associate Member of the Royal Academy
Bachelor of Arts

Bachelor of Civil Law

Bachelor of Science

Bachelor of Engineering

Bachelor of Law

Captain

Civil Engineer

Companion of Honour

Colonel

Doctor of Civil Law

Doctor of Philosophy

Doctor of Science

Bachelor of Laws

Doctor of Laws

Master of Arts

Master of Laws

Master of Science

Reverend
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REDUCED FORMS AND ABBREVIATIONS USED IN TELEXES

ATT, ATTN
AVILBL
B.RGDS
B/L

CFMD
CLD

DOLL
DTD
ETA

FWD

INCLDG
INTRSTD
KG

KGS

L/C
LOWEST
LTR

MIN
MLS
MOD
MRKT

aluminum
as soon as possible

attention, for the attention of

available
best regards
Bill of Lading
confirmed

could

confirm

degrees

dollar

dated

expected time of arrival
from

forward

have

immediately

including

interested

kilogram

kilograms

letter of credit

your lowest price

letter
maximum
minimum
miles
moderate
marketing




MSG

NO

OK.

OK?

PC

PD

PLS

PLUS
POSN, PSN
PROVD
QTY

RCV

RECD

REQRD
RGDS

RQST
SIT
SPECS

SESERRT

message
and

number

we agree

Do you agree?
per cent

per day

please ‘

as well as, and
position
provide
quantity

are

receive
regarding
received, we have received
reference number
required
regards

repeat

we request that
situation
specifications
ton

thank you

telex

velocity

we

you

your
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MODEL LETTERS

Dear Sir,
The posters ordered by you are ready for delivery. We enclose our
invoice and will dispatch them when we have received your remittance.

Yours faithfully,

This is an age in which, more than ever before, customers insist on
seeing goods before they buy.

As large-scale importers we are alive to this growing demand and we
fully realize that your work as a dealer is made much more difficult if you
cannot show your customer the exact article or apparatus he wishes to
buy.

We are therefore glad to tell you that on 5 March we are opening a
showroom at 1 Bridge Street. From that day you will be able to inspect
any piece of equipment you wish, and also take any article away with you
for demonstration purposes.

Our aim is to give you 100 per cent support in Sales and Service, so
please use the showroom. On your response depends how well we can do
this.

Yours sincerely,
3 ' .

Dear Mr. ... T

I'have just heard that I am to go to Los Angeles next week. I wonder if
you would be kind enough to give me a letter of introduction to Professor
Logan. You mentioned last week that he might be interested in my project,
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and should very much like to discuss it with him. Please forgive me for
troubling you.

Yours sincerely,

Dear Sirs,

‘We have an enquiry from our principals in Ukraine for Leder Bauer
and, as we think your products are the most suitable for that market, we
shall be glad if you will send us your latest price-list together with a range
of patterns.

We must point out, however that it is essential to quote moderate
prices, purchasing power in that part of the world being rather low. We
shall, however, be in a position to give you substantial orders if your
quotations are reasonable. Some slight concession in price would, we feel
sure, bring you in sufficient profit to make this business worth your while.

Early shipment is necessary and we should therefore welcome an
immediate quotation f.0.b. Odessa.

Yours faithfully,

Dear Sirs,

We are very sorry indeed to have to advise you of a delay in executing
your order No. ... of ... .

As you may know, the Government has recently put an embargo on the
free export of certain materials to the North Africa and we have to obtain
special licenses to proceed with your order. We think the delay will not be
more than 2-3 weeks, and we shall give your order priority as soon as we
receive authority to go ahead. Meanwhile, please accept our apologies for
the inconvenience caused.

Yours faithfully,
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Dear Sir,

Will you please reserve a single room with bath in my name for one
night. I shall be arriving at 14.30 hr. on 26 July and hope to leave by 10.00
on 27 July.

Yours faithfully,

Dear Sirs, )

It has always been our practice to keep our many business friends
informed of any changes in our administration which affect them. Much of
our success is due to the friendly co-operation which you have always
given us and this in turn has been made possible by the personal attention
our staff always strives to give you.

We therefore have pleasure in telling you that Mr. S. Brian, formerly
sales organizer, has been made a director as from March 1*. His place as
Sales Organizer is to be taken by Mr. A. Green, who has been known to
you as Northern District Manager for many years.

These changes will enable us to increase the efficiency of our service to
you. You may always rely on our attention.

Yours faithfully,






