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We thank you for your offer dated 1st December /in which the terms and condition
mentioned / quoted can be acceptable to us / and are able to accept the terms and
condition therein.

We are much obliged for / thank you for the sample you sent us on 25th
December 2000 and would be glad if you would accept and make up / execute
promptly the order enclosed herewith for different kinds of carpets.

We thank you very much for your offer No.234 dated 6th May 200... for different
kinds of small sized agricultural machines and are happy to place an order on the
following terms and conditions.

We are writing to confirm our cable order No0.044 this morning which reads in full
as follows: “YR 10 PUMP MD 50/12 ACCEPTED USD 1,200 FOB LC PAYMENT
PROMPT SHIPMENT” and make clear the following points.

We are much obliged for/ thank you for the catalogue and price list enclosed with
your offer No.72 dated 4th August 200... but much regret to inform you that your
price is somewhat / rather higher than that of other competitors. We hope,
however, to have another opportunity of doing business with you in the future.

Please arrange for immediate shipment and hereby we send you detailed
to have goods to be shipped
instructions for /concerning packing and marking for your attention.

Please / you are kindly requested to / ship the goods on the date specified in our
order. We won'’t accept the delivery after 31st December as it is out of season in
our market then.
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We believe that these high-quality goods / items will sell very well in the US
market and hope to receive further/repeat orders from you.

We need 3 sets of technical documents for assembly, operation, and
maintenance. 1 set is to be sent to us by air / is to be airmailed in advance to
be translated in to Vietnamese for the domestic customers. The rest 2 are to
be shipped with the goods./ are to be sent with the shipment

The period for warranty of this machine is 24 months after/from dispatch and
6 months after/ from use/ commencement of operation./ We suggest that
these machines be guaranteed within 24 months after/ from dispatch and 6
months after/ from commencement of operation

The shipment under the order N0.432 dated 25th April 2006 has now been
ready for dispatch/ been made available for dispatch. Please immediately/
promptly open a letter of credit with/on the terms and conditions as specified
In the above/ said order.

We would like to inform you that the accessories for colored TV under your
order No.TD6544 have been loaded on board the SS/MV Song Hau sailing
from Osaka tomorrow. We hope when the goods / arrive / reach you /in HCM
city you will be pleased /happy with our prompt and due attention to the
execution of your order.

We have received the goods under the order No.GL4231 in full and thank you
very much for your special attention to this. As we mentioned in the order,
this is just a trial one. In the coming months, we will place bigger ones/ larger
orders and hope you will keep giving us regular attention.

We hope the perfect execution/ fulfillment of this order will lead to better
business relationship between us on the basis of mutual benefit/interest.

At last / In the end / Finally, we feel relieved as he order No.TD2454 has been
successfully executed. Although in the process of execution / performance
difficulties seem insurmountable and we, from time to time, had to think of
canceling the order. We hope that our bigger repeat orders will be made up
promptly and most efficiently
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Commercial Correspondence

COVERING LETTER
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What Is a covering letter?

It IS a business letter enclosed with an
order 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?

2.1 Opening
- Acknowledge receipt of the offer

- Express pleasure in enclosing an order
form

Eqg: We thank you for your letter dated ...
and take pleasure in enclosing herewith an
order
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2.2: Message:

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:

Useful expressions:

- Payment:

As agreed In our telephone conversation
We would like to confirm....

We agreed that....
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- Discounts

This discount Is satisfactory

We are quite satisfied with

We would like to thank you for

We would take advantage of your ... discount
- Delivery:

We reserve the right to...

A firm condition:

It is essential that.....
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2.3. Ending:

We look forward to your sales
confirmation/ order confirmation soon.
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EXERCISE 1.

Anh / chi dang lam viéc cho Cong ty Trach nhiém hiru han Bac Nam co dia
chi & 214 Tén Bire Thang, bong Da, Ha Nol. Céng ty Anh / Chj da nhan
duwoc thw chao hang dé ngay ... cua ong A Suzuki, Trwdng phong Mai vu
cua Cong ty TNHH Shonan Computers 1-33 Klstashlnjuku -7 Chome,
Shinjuku-ku, Tokyo 160, Nhat Ban.

Giam doéc cua cong ty Anh / Chila ba Mai Hoa, cé yéu cau anh / chj viét 1
blrc thw dé glri kém v&i don hang s6 BNO7 véi ndi dung sau:

Cam on chao hang cua ho.

Bay td han hanh dwoc glri kém thw nay Pon hang s6 BNO7 dat mua 1 s6 linh
kién dién tt theo danh muc dinh kem

N6i ré cho ho biét néu cé bat ky mat hang ndo ma ho khong co san dé giao
theo thdi han da néu trong don hang, dé nghi ho hay bd chir khéng gl
hang thay thé.

Po6i véi Bon hang dau tién nay cdng ty Anh / Chi tam thdi chap nhan 15% chlet
khau mua budn va thanh toan bang 1 thw tin dung tra tién ngay trén co sé
thanh toan dbi chirng tr, nhwng dbi véi cac don hang tlep theo, cong ty Anh
/ Chj dé nghi ho cho huo’ng 20% chiét khau mua budn va thanh toan bang
L/C tra sau 60 ngay trén co s& chap nhan déi ching tor.

Pé nghij ho hay quan tam dac biét dén viéc thwc hién don hang nay, nhat |a
th®i han giao hang bdi vi cong ty anh / chi gianh quyén huy bo don hang
hay tra lai hang hda v&i moi chi phi va rai ro ho chiu néu giao hang cham.

Té y mong mudn viéc thwe hién don hang dau tién nay sé lam cho cong ty anh
[ chi hoan toan hai long va sé dan t&i quan hé budn ban tdt dep gitra 2 bén.

Két thuc brc thw cho phu hop.

ongThanCong.com https://fb.com/tailieudientucntt



http://cuuduongthancong.com?src=pdf
https://fb.com/tailieudientucntt

Dear Mr A Suzuki,

We thank you for your offer dated ... and are pleased to enclose our order
No. BNO7 for (several) electronic components/ accessories as per the
attached list. In addition, we would like to draw your attention to the following
points:

If any of the listed items is/are not available in stock for delivery at the time
as specified/ stated/mentioned in the order, please do not send substitutes in
its place/their places.

For the first order, we would like to thank you for your quantity discount of
15% and confirm that payment is to be made by letter of credit, at sight,
documents against payment. However, for the next/ further orders,
could/would you please give us a 20% quantity discount and accept
payment by letter of credit at 60 days, documents against acceptance?

We would highly appreciate for your special attention to the execution of this
order, the time of delivery in particular and we reserve the right to cancel the
order or return the goods delivered after the specified date with all the
expenses and risks to/at your account.

We hope that the first order will be completed/processed to our satisfaction
which will lead to good / sound relationship between us / two companies.

We look forward to your order confirmation.
Yours sincerely,
ABC

* Encl: order No. BNO7.
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EXERCISE 2:

* Ngay 17/11/2009, ba Nguyén Thi Lan Anh gidm doc Téng cong
ty Xuat nhap khau Tong hop 1 (Vletnam National General
Export — Import Corporation No.1) c6 try s& dong tai sO 46 Ngo
Quyén, quan Hoan Kiém, Ha Noi nhan dwoc thw chao hung dé
ngay 15/11/2009 cua C(“)ng ty F.Lynch & Co. Ltd c6 tru s ¢
Nesson House, Newell Street, Blrmlngham B3 3EL, Vwong
quoc Anh chao ban cac mat hung st cao cap. Sau khi nghién
clru chao hang, ba Lan Anh quyét dinh g&i 1 don hang dat mua
1 s6 mat hang chon trong catalog ma ho g cing thw chao
hang.

- Ba Lan Anh yéu cau anh/chj viét 1 thw cung véi don hang
s6 PO/024 dé ba ky v&i nhirng ndi dung sau:

 Yéu cau ngwdi ban dung loai glay day boc riéng trng thir mot.
Sau do dong goi trong 10 thung go thwa co chen ot bang rom
can than. Ngoai thung c6 ghi dia chi ngum mua, s6 don hang,

kKich co thung hang va cac dong chir: “Do su”, De vo”, “Dé
nghi xép can than” va danh so thung ti 1 den 10.
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Pé nghi nguo’l ban quan tam dac biét dén thdi han vi cac dai ly
cua ta phai c6 hang ban vao dip Tét nguyén dan. Sau théi han
10/1/2010 ma hang chwa vé t&i cdng Hai Phong thi nguwdi mua
sé tir chdi nhan hang.

Xé&c nhan lai diéu khoan thanh toan: ngwo’l ban sau khi giao
hang sé ky phat 1 hdi phiéu tra sau 30 ‘ngay voi nguo’l mua va
guri cung v&i bd chirng tlr giao hang dén dai ly ngan hang giao
dich cua ngwoi mua la Northmister Bank (Clty Branch), Deal
Street, Birmingham B3 1SQ, Anh qudc, dé ngan hang nay
Chuyen cho Ngan hang Ngoai thwong Viét Nam. Thanh toan
theo phwong thirc D/A nhw 2 bén da thoa thuan qua dién thoai
ngay hOm qua.

Lwu y ngudi ban day chi la don hang dat mua thlr, néu viéc
thwe hién don hang nay lam ngwoi mua hai Iong va hang co thi
truo’ng & Viét Nam thi ngwdi mua chac chan sé dat mua tiép
vOi sO lvgng Ion hon.

Pé nghi nguwdi ban glri xac nhan ban som.
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EXERCISE 3:

* Ngay 1 thang 11 nam 2009, cong ty TNHH Hoa Mai (HOACO
HANOI) dia chi 37 Nguyén Van Cl, Gia Lam, Ha Noi, dién
thoai va fax: 84-4-8715340, nhan duwoc thw chao hang cua
cong ty TNHH Huynh dé (Brothers Co., Ltd) s6 18 dwong
Caranation, Singarore 2478, chao ban may diéu hoa (air
condltloners) kiéu Freshman 2004 va 2005. Sauk hi nghién ctru
ky/chéo hang trén, HOACO da quyét dinh d&at hang s6 OR
11/06

. Hay viét 1 blre thw dé giam doc HOACO la Ong Nguyen
Thanh Trung ky gtri kém voi don dat hang ndéi trén véi nhikng
nOi dung chinh sau day:

« Pon dat hang nay mua thd 350 chiéc Freshman 2004 voi gia
CIF Hai Phong 1a $750 mét chiéc ké ca chi phi bao bi, giao
hang vao thang 2/200...

* HOACO yeu cau giao hang cham nhat 1a trung tuan thang 2 dé
kip théi phan phdi cho cac dai ly trong toan qudc dé ban vao
dau mua he.

 Yéu cau nguwdi ban dung giay chong tham dé goi hang va dong
vao cac thung cat tong, bén ngoai thung co ghi dia chi nguo’l
mua, s6 don hang, kich c& thung hang va cac dong chi “tranh
wot” va “dé nghl xep nhe tay’.
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Xac nhan lai diéu khoan thanh toan: Nhw thda thuan qua dién
thoai ngay hdm qua thanh toan sé thwc hién theo phuo’ng thire
Chap nhan doi chirng tw, ngwoi ban sau khi glao hang sé ky
phat mot hoi phleu tra sau 60 ngay cho nguo’l mua va gui cung
bd chirng t&r dén ngan hang giao dich cua ngwo’l ban la ngan
hang thwong mai Singapore dé ngan hang nay chuyén cho
ngan hang Ngoai thwong Viét Nam.

HOACO dé nghi Brothers gui trwde 1 bo tai liéu ky thuat bang 2
thir tiéng, tiéng Anh va tiéng Viét.

Hién tai HOACO chuwa c6 kha nang dat mua Freshman 2005 vi
gia con hoi cao va HOACO khong chac chan mat hang nay sé
ban chay & Viét Nam. Tuy nhién néu viéc thwc hién don hang
nay hoan toan lam HOACO hai Idbng va hang c6 thj trwvdong &
Viét Nam thi HOACO tin sé c6 dip khac budén ban mat hang
nay.

Anh / Chi co thé thém, bot mot sb chi tiét dé birc thuw phu hop
vé ndi dung va dep vé hinh thirc.

Chu y: ngay viét thw 1a ngay hém nay, tham chiéu ctia Brothers:
BL/1439
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