Commercial Correspondence

Reply to inquiry
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The rules to observe as receiving
enquiries:

* Reply as soon as possible

« Be tactful: choose words with non-
committal answers (bring no
commitments).

» Be friendly and maintain goodwill.
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Message:

» Express willingness to do business with
the company

* Try to satisfy as much as possible their
requests.

» Take the opportunity to introduce all other
goods you stock.
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The structure

Opening

Message

Ending
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Opening

« Express your thanks for the enquiry/
Acknowledge receipt of the enquiry

 Mention any necessary references
EX:

* We (would like to) thank you for your enquiry of /
dated... for something

 We have received your enquiry dated..., for
which we would like to thank you

* We would like to thank you for your letter
dated... asking for/ concerning/ regarding
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Message

— Confirm that you can satisfy the
customer’s demand

EX:

« We can deliver from stock within the next 2
weeks

« We can/ are able to supply/ offer....

 We have no difficulties/ troubles/ problems in
supplying..../ There would be no ....

« We have a wide selection/ range of goods/
items you asked for...

— Tell more about your products:
(give good comments on your products)
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Message

— If you cannot satisfy the customer’s
requirements, say “no” in a polite way ,
give reasons and suggest alternatives

+ refuse:

«  We regret that / We are sorry that/\We are afraid that
we no longer produce this item.

« The item/ the product you asked for is no longer In
production.

« The item/ the product you asked for is not available
from stock.

«  We regret to say that we can not be of any help to you
+ suggest alternatives:
«  However, we can offer the substitute Code No....

«  However, we have improved the model and replaced it
with .....

com/tailieudientucntt
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Message

— State enclosure:

 We have enclosed.... ( our samples,
catalogue)

 Please find enclosed...
* Enclosed herewith you could find...
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Closing

+ State your expectation.

+ Encourage further enquiries
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1. 1 cong ty nhan dwoc thw héi mua 16p 6 16, ma hang
TT 350 va TR 203, giao hang vao dau thang 11 ndm
20..

Hay viét thw tra 1& v&i ndi dung:

Cam on ngwdi mua da tin nhiém hoi mua 10p xe 6 t6 va
han hanh chao b an ban 2000 16p ma TT 350 theo gla va
céac diéu khodn trong don chao hang chinh thirc glri kém
thw nay.

Théng bao rang chiing ta khéng thé ban ma TR 203 vi
ma hang nay khdng con san xuat nira. Tuy nhién ta xin
chao ban mat hang thay thé co cung tinh nang ma
hang TR 233 va nhan manh rang mat hang nay duoc
lam tlr cao su tw nhién, rat bén, co do tin cay va gia ciing
khéng cao hon gia cua ma hang TR 203.

Nhan thé chling ta muon gidi thiéu cong ty cao su sao
vang la mot cong ty lien doanh voi mot cong ty Nhat Ban
ndi tiéng 1a Sutomu chuyén san xuat cac sadn pham tw

cao su tw nhién. S&n pham cua chung ta da dwoc xuat
sang nhiéu nwéc dudi tén INOE.

ongThanCong.com https://fb.com/tailieudientucntt
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Cong ty TNHH Hai Ha dia chi 230 Hang Manh Ha Noi co
nhan dwoc thw héi hang clia céng ty Thiét ké glo] that s
450 High street SW1 — London — UK hdi mua d6 may
(rattan furniture). Anh/chi hay thao giup ba Phan Kim
Hanh — GbP cbéng ty Hai Ha v&i nbi dung chinh sau day:
Xac nhan ta co thé cung cap 20 b0 ban ghe may theo
mau ma ghi trong catalog ma khach da yeu cau trong thw
hoi hang. Giao hang trong vong 3 tuan ké tir khi nhan
dwoc théng bao tin dung thw cé lién quan da dwoc mé.

Poi voi bo gia sach ma khach hang hoi mua hién nay da
ban hét do nhu cau trong nwoc qua cao. Ta xin chao ban
mat hang thay thé ma 345 nhw minh hoa trong catalog
Mat hang nay lam tw nguyén lieu tot, thiét ké tinh xao hop
tho trang gia ca twong doi canh tranh Xin khach hang
cho biét y kién.

Nhan thé gidi thiéu thém cdng ty Hai Ha cung nhan san
xuat cadc mat hang may theo yéu cau hodc mau riéng cla
khach hang.
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Cach day 2 hom, TGD cong ty nhan dwgc thw hoi hang cua 6ng Graham,
cong ty Lumtee, dla chi s6 10, High Street, UK héi mua bit tat soi bong cho
moi Itra tudi.

Thao mdt thw bang tiéng Anh dé tra 1oi:

Cam on thw héi hang

Khang dinh ching ta hoan toan cé kha ndng cung cap nhiéu loai bit tat cho
moi [ra tuoi.

Gui kém catalogue véi bang gia CIF London ma ho yéu cau.

Bao v&i ho la ching ta san sang ¢cho ho hwdng 1 khoan chiét khau thwong
mai 1a 7% tinh theo gia FOB va néu don dat hang cta ho cd trj gia trén

20000 bang Anh thi ta cho ho dwoc hwo’ng thém 15% chiét khau nira. Néu
ho thanh toan trong vong 10 ngay duwoc giam 5% nira.

Thanh toan bang tin dung thw khéng hiy ngang, co xac nhan tra tién ngay,
ma tai Ngan hang Ngoai thwong Viet Nam, mo trwede khi giao hang 15 hom,
c6 hiéu lwc trong vong 45 ngay, cho cong ty hwcyng toan b6 gia tri 16 hang.

Chung ta c6 thé giao hang trong vong 1 thang ké tir khi nguwdi mua dat don
hang chinh thirc.

Lwu y ho la hang cua chung ta lam bang 100% soi bong va da xuat sang thi
trrong Chau Au dwoc khach hang & dé rat wa chudng vi mau ma dep, gia
ca lai phai chang.

Hy vong 2 bén nhanh chong dat dwoc nhirng diéu chung ta vira néu & trén
va tin twdng rang hang cla ching ta sé cé &/ ban chay & thj truong UK.

Tén t6i la Bbang Lam
Chirc vu: Tredng phong XNK Service Co.
204 Giéng V6, HaUOrN@rigpom https://fb.com/tailieudientucntt
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Ong Tran Minh Hai, giam doc diéu hanh cong ty TNHH Minh Hai, dia chi s
24, dwong Giai Phong, Ha N&i nhan dwgc mot thw dién tdr hoi hang sO
357/2005 cua cong ty Wembley & Co. Ltd., dia chi Wecombey Bldg, Newel|
Street, Birmingham B3 3EL cua 6ng Smlth — trwdng phong kinh doanh - viét
héi mua quan ao mua hé cho moi Itra tudi. Anh/chi hay soan giup 6ng Hai
thw tra I&i v&i nbi dung sau:

Cam on thu hoi hang cua khach va vui mirng dwoc biét rang khach hang rat
quan tam dén nhirng san pham quan 4o mua hé danh cho moi Itra tudi cua
cong ty dugc quang cao trén trang web madeinvietnam.com.vn.

Chung ta san sang cung cap nhirng mat hang ma khach yéu cau vi hang da
co san trong kho. Chung ta xac nhan hang sé dwoc giao ngay khi nhan
duwoc don hang cua khach.

Chung ta c6 thé cho khach hwong 10% chiét khau vé so lvong cho nhirng
don hang co tri gia trén 10000 bang Anh. Ti 1é chiét khau thwong mai ‘thdng
thworng danh cho khach hang Chau Au cuia cong ty 1a 5% tinh trén gia goc.
Thanh toan bang thw tin dyung khong huy ngang mo tai mét ngan hang co
danh tiéng quoc té. Tuy nhién ching ta s8n sang can nhac lai diéu khoan
thanh toan nay mot khi hai bén da thiét [ap quan hé 1am &n chac chan.

G kém thw nay catalogue mua hé va bang gia maéi nhat, bao gia FOB Hai
Phong. Gia dwoc chao dwgc ap dung cho toi cudi nam 2005.

Tin twong rang cac san pham may mac cua chung ta c6 chat lwong cao,
mau ma dep va ban chay & thi truéng Chau Au.

Hy vong hai bén sé dat dwoc thda thuan theo nhirng diéu khoan trén va
mong s&¢m nhan dwoc don hang ti khach.
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