Task

Write a business letter following these instructions:

It is the 5th September 2007.
You are the Purchasing Manager of the company František Botička a synové, třída Tomáše Bati 5, 760 01 Zlín. At the Brno Trade Fair in August this year you received contact details for the company Zapato, c/ Alberto Aguilera 26, 28015 Madrid, Spain, from the representative of the Spanish embassy in Prague and you have heard that they deliver leather to whole Europe. You are a Czech company which produces high-quality leather shoes and you are interested in their offer.

In the Czech Republic the demand for high-quality goods of this type has increased recently. The sales are not high but still more customers are willing to pay sizeable sums of money for fashionable design and high quality.

You are looking for a new supplier and therefore you have decided to contact them. You are asking the Spanish company if they would be so kind as to send you a catalogue, samples of the leather they offer, details on export prices and also payment and delivery terms.

In case of good offer you would like to cooperate with them in the future.

Note: Write the addresses, the date, open the letter correctly, write the text, end it properly and sign it with your name and give your position in the company. Do not forget to check the style, grammar, spelling and punctuation.

