Commercial Correspondence

COVERING LETTER
(Offer)
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What Is a covering letter?

It IS a business letter enclosed
with an offer to explain what are
not said and make everything
clearer, and add some favourable
comments.
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How to write a covering letter?

Opening

- Express thanks

- Express pleasure in enclosing offer

Eg: We thank you for your letter dated ....

... and take pleasure in enclosing
herewith an offer
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How to write a covering letter?

Message:

- Repeat important terms;

- Offer discounts;

- Regret;

- Offer to send samples;

- Introduce other goods suitable.

Eg: We would like to make clear the following points:

We would like to draw your attention to the following
points:
We would like to emphasize the following points:
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How to write a covering letter?

Ending:
- Promise good service
- Express hope for order
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Expressions of Time validity:

* We are pleased to make you an offer which Is
valid until. ..

» We are pleased to offer firm until.....

* This offer remains open for acceptance within
15 days.

* This offer is firm for 20 days
* This offer is subject to acceptance within ...
* This offer is valid until....

The above mentioned covering letter Is sent
together with the offer (normally in tabulated
form)
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Exercise 1

Cong ty cua anh chi nhan dwoc thw hoi hang mua ao len tré em,
ma s6 421/GL cua 1 khach hang Anh va ao khoac tré em ma so6
876/NQ. Anh chi hay viét thw gtri kém chao hang co dinh s6 OF
09/09 chao hang ban ao khoac tré em ma s6 876/NQ theo
catalogue mua déng da gwi cho khach hang. Nhan tién néi ro
thém nhirng diém sau:

Thanh toan bang dong bang Anh, bang thw tin dung khong huy
ngang va mo qua Ngan Hang Lond Luan Don, 20 ngay trwéc
ngay giao hang vao tai khoan cua ngan hang Vietcom Bank, cho
ngwei ban hu’o’ng 100% gia tri cua lo hang dwoc giao

Cong ty anh chi san sang danh chiét khau 2.5 % néu tri gia don
hang cua khach l1én té&i 150,000 pound.

Hang cé thé giao ngay vao 1 chuyén vao trung tuan thang 11 dé
kip th&’i ban vao dip Noéen. ’
Riéng v&i ao len ma 421/GL, hién nay cong ty khong san xuat
nira, thay vao dé anh chi chao ban loai ao len tré em 521/GL cé

nhiéu mau dep hon, nhiéu kiéu hoa va gia lai ré hon( ma 421/GL
5 pound/ chiec, CIF London)

Chao hang nay chi c6 gia tri dén ngay 2/12/09. Sau ngay dé gia
chao ban va cac diéu khoan diéu kién da néu trong chao hang
c6 thé sé thay doi
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We thank you for your enquiry dated..., in which you asked for children’s
wooden sweater, code number 421/GL and children jacket, coded
876/NQ. We are pleased to offer you jacket as illustrated in our winter
catalogue sent to you.

Please find enclosed our firm offer No. OF 09/09 giving detailed
Information of the terms and conditions for the above items. In addition,
we draw your attention to the following points: /We would like to
emphasize the following points:

Payment is to be made in Great Britain Pound, by an irrevocable L/C, to
be opened through the Bank of Lloyd, London 20 days before/ prior to
the shipment, to the account of the Bank for Foreign Trade of Vietnam, in
the seller’s favor for the total value of the goods to be shipped.

We are willing/ pleased to offer you a 2.5% quantity discount for orders
of up to 150.000 GBP.

The goods shall be delivered/ are to be delivered in one lot in mid —
November in time for Christmas rush. / for sales at Christmas.

We regret to inform you that the wooden sweater, code number 421/GL
IS no longer in production. However, we can offer the substitute, code
number 521/GL, which is in a wider and better range of colors and
flowgry)patterns but cheaper than 421/GL. ( 5 GBP per piece, CIF
London

This offer will only be valid /subject to acceptance until December, 2nd
2009. After this time, the offered price, terms and conditions stated (in
this offer) herein, may be subject to change.
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Homework 1:

« BaLé Thi Thanh Ha, Trwdng Phong Xuat Khau cta Céng Ty
May Thang Long (Thang Long Garment Company), dia chi 245
phé Minh Khai, Quan Hai Ba Trwng, Ha NOi. Dién thoa|
8633745, fax: 8652337 nhan dwoc thw hdi hang sb6 E12/04 dé
ngay 20/11/20.. cua Cong Ty F. Lynch & Co.Ltd, dia chi Nesson
House, Newell Street, Blrmlngham B3 3 EL, Vwo’ng Quoc Anh,
hdi mua cac loai 40 so mi nam va diéu kién ban hang cua cbng
ty.

* Anh/chi hay soan thao mét thw dé gui kem v@i chao hang sO
OS/05 cung Catalogue mua hé va bang gia hién hanh dé ba
Thanh ha ky v&i mot s6 ndi dung chinh sau:

» Cam on cong ty F.Lynch & Co.Ltd da quan tam dén cac san
pham ciia Cong ty va tin twéng rang chung sé dwoc khach
hang tai Anh Quoc wa chudng va hang sé ban rat chay tai thi
trwdng cua ho.

 Quy cach pham chat va s6 do cing nhw mau sac, kiéu dang
theo rr:hw hang mau da dwoc gui qua dwdng hang khdéng cho
ac

* Gia chao ban la gia CIF London. Chung ta san sang cho ho
hwong mirc giam gia la 5% tinh trén gia tinh (net prices) 1 cho
nhirng don hang.iri gia trén 20 nghin bang.Anh.va 5% néu ho
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Hang co6 thé giao theo yéu cau cua ho vi da co
san trong kho

Thanh toan bang dong bang Anh, bang tin dung
thw khong the huy ngang tra tién ngay. Tin dung
thw dwgc mo tai ngan hang Northminster,
Birmingham, vao tai khoan cla cong ty Thang
Long tai Ngan Hang Ngoai Thwong Viet Nam
cho téng tri gia hang hoda sé giao

Ngoai cac loai a0 so mi ho hoi mua, cong ty cua
Anh/Chi con may theo don dat hang VoI kieu
dang, s0 do va ca nguyén liéu riéng cua ho va
c6 thé giao hang nhanh chéng theo yéu cau

Hy vong som nhan duwoc don dat mua chinh
thirc cua ho

Ghi chu:

+ Ngay viét thu: 23/11/20..
+ S0 tham chiéu cua thw héi hang: MJ/rm
+ SO tham chiéu cua thw nay: TH/mh
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Exercise 2:

Ong D6 Xuéan Bac, Giam doc cong ty TNHH Hai Nam,
dia chi giao dich 224 BDuwong Giai Phong, Ha NGi, chao
ban cho 6ng Jones Smith, Céng ty Ceraco Ltd. dia chi
354 King road, SW2 London , b0 do uong tra ,Anh/Chi hay
thao giup 6ng Bac mot blrc thw dé guri kém theo don
hang s6 CH/09 v&i nhirng ndi dung chinh sau:

Cam on cong ty Ceraco da hodi hang trong thw ngay
23 thang 11 nam 20... va xin giri kem thw nay chao
hang va catalo moi nhat Tuy nhién ta cing lwu y
khach hang mot so diém sau:

Gia chao ban la c6 dinh 10 bang Anh mot bo, CIF
cang Luan bon Anh Qudc, bao gom ca chi ph| bao bi
va dong goi, co gia tri hleu lc trong vong 1 thang. Ta
cling danh cho khéach ty 1& giam gia thwong mai thong
thwong 1a 5% va 10% cho nhirng don hang dat mua
trén 1.000 bo mot lan. Chung ta khdng co khé khan gi
trong viéc dap trng thdi han giao hang.
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Ta c6 san hang nén cé thé giao trong vong 2 tuan ké twr khi
nhan dwgc don dat hang chinh thirc ctia khach néu s6 lwong
mua la dwoi 1500 bo. Néu sO lwong 1én hon thdi han giao
hang co6 thé phai lau hon.

Thanh toan bang tin dung thw khéng thé hiy ngang tra ngay,
bang Pong Bang Anh, m¢ tai mét ngan hang hang nhat & Anh
Qudc, 15 ngay trwde ngay giao hang, tra tién vao tai khoan cua
ngwoi ban tai chi nhanh Ngan Hang Cong Thwong Thanh Phd
Ha No6i cho nguwdi ban hwdng 100% gia tri |16 hang sé duoc
glao

Lwu y khach: hang cla ta c6 mau ma dep, gia ca phai chang va
tin twd'ng hang sé ban chay va dwoc khach hang tai Anh wa
chudng.

Bay to hi vong som nhan dugc don hang cua Céng Ty Ceraco
va dam bao v&i ho rang don hang sé dwoc thwe hién 1am ho
hai long

Anh/Chi cé thé thém cac chi tiét khach dé dam bao thw coé noi
dung va hinh thic thich hop.
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