 (Letterhead)
Tel: 2222 3456   Fax: 2333 5678

(3)

(Date) 

Mr (Miss/Ms) Receiver’s Name

Post (if any)

Receiver Address 

Dear Mr Receiver’s Name

Enquiry about Anniversary Souvenir/ 

Karsia Kx-3600 Electronic Calculators (Just Product Name )/

Office Equipment for a Paperless Office (Product + Target Customer)
Opening 

We are looking for some office equipment to be used in a paperless office.  Our clients are…
To celebrate its 10th Anniversary, our company is planning to give a souvenir to our valued customers.  We are writing to enquire if you have a suitable product that would serve our purpose.

State the purpose

We would be pleased if you could send us catalogues and price lists of (quotation 用for, quotation for) your latest products.

Would you please quote us the delivery cost and installation cost of your ABC accounting system?
Please send us your catalogues and price lists, and advise us of the discounts and terms of payment.
Additional information

Being renowned for quality products and excellent service, we strive for the maximum satisfaction of our customers.

Ask for discount

Please indicate if you are able to allow us a special discount.  
We should appreciate an offer of 15% discount on the regular prices.

This would enable us to maintain our competitive prices.  In return, we would be prepared to place orders on a regular basis.

Closing 
Please let us have your recommendations together with any relevant information by the end of this month. (Talk about the deadline)
(One sentence is enough)
Thank you very much for your kind attention to this matter.

Should you have any queries, please do not hesitate to contact me.

Your prompt reply will be highly appreciated.

Yours sincerely

Cherry LIU

Purchasing and Supplies Manager

(Letterhead)
Tel: 2222 3456   Fax: 2333 5678

(3)

(Date)
Mr (Miss/Ms) Receiver’s Name

Post (if any)

Receiver Address 

Dear Mr Receiver’s Name
用翻enquiry o既 subject( e.g  Office Equipment for a Paperless Office) /

Reply to the Enquiry for Photocopying Machines

Opening
Thank you very much for your letter of 17 March 2006 requesting information about the cleaning services in your office/ Computer Aided Learning (CAL) packages.

Answer the enquiry directly
We are pleased to enclose our catalogues and price lists. 

We offer a 5% discount on purchase over $3000.

Please note that we require payments of cash on delivery.

For your information, we require a down payment (首期) of 20% of the contract sum before delivery.

The Model ABC digital camera you enquired about is out of stock at present.  We expect to resume supply within one week.

The items listed in our catalogue are available for immediate shipment.

We would be happy to arrange for a meeting with you to discuss the details of the contract.

We would welcome you to visit our showroom so that we can demonstrate the advanced functional of the machines and also show you our full range of office equipment.

Reject the discount asked

Unfortunately, we are unable to allow the discount of 60% you asked form, but we can offer you an extra unit free charge for every ten units ordered.
Closing
We hope the above information will be useful to you.

If you have any queries, please feel free to contact me.

We are looking forward to receiving your order soon.

Yours sincerely

Cherry LIU

Marketing Manager

Enc(s) (if any)

(Letterhead)
Tel: 2222 3456   Fax: 2333 5678

(3)

(Date)
Receiver Address 

Dear Customer

EVERYTHING GOES IN OUR SPRING SALE/

Arouse interest
It’s time to get the most out of your money!
You money is worth MUCH MORE at our store!

Holidays in Hawaii at NO cost!

Having trouble looking after your pets?

Provide convincing facts

Last month, more than 10 readers won a 5-day tour to Hawaii in our lucky draw.
As our valued customer, you enjoy the priority and privilege in our special fantastic sale which will be held form 15 March to 20 March.  

There will be a full range of timepieces and we are sure that at least one f these will suit your needs.

Create a Desire

Hawaii, a place that many people have longed for, is now at your fingertips.

You’ll find our services the best in town.

You can reduce 10 lbs in a week! Yes, you can.  Over 10,000 people have successfully lost 10 lbs in a week using our method.
Admission restricted

With our hot items are all discounted up to 50%, we believe that the response will be overwhelming.  The admission will be restricted, as the sale will only be offered to VIP customers.

Induce an Action
Shouldn’t you give your self a chance to try our sample pack?

If you send in your order before 19 March 2006, your name will be included in the list of the luck draw on 30 March 2005.

Fill in the attached form and return it to us today.

We sincerely hope that you will come to our sales, and you will receive a fancy souvenir at NO COST which we are sure that you will find it useful and beautiful.

Closing (very free I think)
The early bid will catch the biggest savings.  So be early at our store before our goods sold out!

Nothing further needs to be done.  Just sit back, relax and your prize will come right to your door!

Yours faithfully

Cherry LIU

Marketing Manager

Enc (if any)

(Letterhead)
Tel: 2222 3456   Fax: 2333 5678

(3)

(Date)
Mr (Miss/Ms) Receiver’s Name

Post (if any)

Receiver Address 

Dear Mr Receiver’s Name

Damaged Folders/

Defective TV Set and Impolite Staff/

Delayed Delivery of Toner
Opening (make a reference) 

We refer to our order of ABC hard cover folders (Order number 888) which were received yesterday.

We have just received 100 dozen rolls of woollen cloth from you.

I am writing to complain about the faulty condition of a television set and the impoliteness of a member of you staff called Nancy Law.

A clear statement of the complaint
We regret that we still have not yet received the goods.

We have received a number of complaints from several customers about the pens supplied by you on 20 March 2006.

Causes of dissatisfaction

Not packed properly.

The machines do not work normally.

Too large, not fit etc.

Suggest remedial actions (has to be reasonable and practical)
We are returning the damaged goods to you and should be glad/ pleased if you could replace them.

We should be thankful if we could get a full refund for the damaged goods.

Closing
We would appreciate your prompt response to this matter.

I would appreciate it very much if you could replace the television set and apologise for the damage done by your staff.
Yours sincerely
Cherry LIU

General Manager

(Letterhead)
Tel: 2222 3456   Fax: 2333 5678

(3)

(Date)
Mr (Miss/Ms) Receiver’s Name

Post (if any)

Receiver Address 

Dear Mr Receiver’s Name

YOUR ORDER NUMBER A234

Opening (statement of regret included)
We are sorry/regret to learn from your letter of 20 March 2006 that five punches supplied to you were damaged.  
Thank you for bringing this matter to our attention.

Reasons

Having checked with our wholesalers, we find that the defects were due to the improper procedure in unloading the package.

According to our investigation, …

After meeting with the people involved, we find that the cause of the dispute between the two parties was misunderstanding about the model number.
Action taken

We will have a tighter quality control on the products before sending them to our customers.

Our sales representative will call at your office to collect the defective headphones and replace them with new ones.

Closing
We apologise for any inconvenience made to you.  We hope you will accept our apologies and will understand our circumstances (means situation).

Yours sincerely

Cherry LIU (next line is the post)
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