Task

Write a business letter following these instructions:
Today´s task is connected with the work you wrote in compliance with the instructions from the last issue of Rozhledy (i.e. the December 2007 issue) and therefore it would be good to get it. Write a business letter following these instructions:

It is the 11 January 2008. You are Ms Jane Rock (International Trade Manager) from Collemann Ltd., 48 Shakespeare Road, Stratford upon Avon K7D 8P4 and you are writing in reply to the order of 10 December which you have received from Mr. Petr Hauser, Chief Buyer of Molba, a. s., Táboritů 120, 779 00 Olomouc. Their reference 569-Obj, your reference CZ79, the subject is Acknowledgement of order for goods.

You thank for the order of 10 December 2007. According to the demands of the customer the order has already been put in hand and you will do your best to have the goods ready by the end of January so that it could be delivered to the Czech Republic until 20 February, as the customer had required. You assure the customer that all the instructions concerning packing and shipping, which you have also received, will be carefully observed and special care will be given to the execution of the order.

To sum up, you give the following conditions of the order:

Guide to Shakespeare, catalogue number 45, quantity desired 2,000. Unit price £15 (10% discount already included). Method of payment: bank transfer, delivery address as the company´s address above. Delivery date: 20 February 2008.

This order is subject to your Conditions of Sale, of which you enclose a copy. You hope that this first order will lead to further business.

Notes: Plan your letter carefully, write the text, “enclose” a copy of your Conditions of Sale (do not forget to state this in your letter). Sign it with your name and give your position in the company. Don´t forget to check the style and formal parts of your letter, but also grammar, spelling and punctuation.

