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Parts of a letter - English
Letterhead

Sports Forever, 75 Kingscross Ave, Ramsbridge BL5 SM4,
Tel. 0254 58694, fax 0254 58684, sports@forever.com 

(name, address, phone number, fax and e-mail of sender)
RECIPIENT’S ADDRESS :

Mr. Peter Gordon (name)
54 Malcolm Road (house number, street)
Evertown (town)
Berkshire BL0 9AP (county, postcode)
England (country)




DATE: 20 September 2013
SALUTATION:

Dear Sir, Dear Sirs, Dear Madam, Dear Mesdames
Dear Mr. Jackson, Dear Ms. Marble, Dear Mrs. Slowhead 
SUBJECT LINE: 

INQUIRY (what is the letter about?)

THE BODY OF THE LETTER:

This is the main part of the letter. Make sure that you structure your letter appropriately and include all the necessary information. 

A letter should consist of more than 1 paragraph!

And do not forget an appropriate ending. 

COMPLIMENTARY CLOSE:

Yours sincerely, Yours faithfully, Kind regards
Signature 

Joe Michaels

JOB TITLE : 

Manager

ENCLOSURES:

Enc: Catalogue

 Parts of a letter - American
LETTERHEAD (SENDER’S ADDRESS - AMERICAN):

Sports Forever, 759 Palmtree Street, Westerntown, TX 45346, USA,
 Tel. 0254 58694, Fax 0254 58684, sports@forever.com 

(name, address, phone number, fax and e-mail of sender)

RECIPIENT’S ADDRESS:

Mr. Peter Gordon (name)
543 Malcolm Road (house number, street)
Glendale CA 16547(town, state, postcode)
U.S.A. (country)





DATE: September 20, 2013
SALUTATION:

Gentlemen:, Ladies and Gentlemen:
Dear Mr. Jackson:, Dear Ms. Marble:, Dear Mrs. Slowhead:

SUBJECT LINE: 

INQUIRY (what is the letter about?)

THE BODY OF THE LETTER:

This is the main part of the letter. Make sure that you structure your letter appropriately and include all the necessary information. 

A letter should consist of more than 1 paragraph!

And do not forget an appropriate ending. 
COMPLIMENTARY CLOSE:

Sincerely yours, Faithfully yours, Kind regards
Signature 
Joe Michaels

JOB TITLE : 

Manager

ENCLOSURES:

Enc: Catalogue

Writing an e-mail

From: 

[sender´s e-mail address]








Date: 

[27 September 2013]







To: 

[receiver´s e-mail address]

Subject: 
[Order]

[Hi], 

E-mails are quite informal. Formal salutations (Dear Sir,………)and endings (Yours sincerely,………)are normally not used. Instead first names are used as salutations, common endings in e-mails are Best wishes or Regards. 

E-mails should be short and clear, a signature is not essentially necessary in an e-mail.

[Regards]

Sample

From: 

Manuela.schmid@act.at

Date: 

1 October 2013
To:

hoteleurope@hol.com
Subject:

reservation

I would like to book a double room at your hotel from 28 October to 2 November 2010. If possible, the room should have a view to the sea.

I am looking forward to your confirmation.

Regards

Manuela Schmid
Writing a memo

TO:

[Sales Department]




DATE: 27 September
FROM: 
[Secretarial Office]

SUBJECT: 
[Christmas party]

This is where you put the message. Begin with the reasons why you are writing this message and explain in the following paragraphs.

A memo must be brief and clear. Memos are written to employees of a firm, very often they are sent to the staff as e-mail messages. 

Sample: memo

To:

Students




Date: 1 October 2013
From:

English Teacher

Subject:
Your marks

After correcting your home exercises and tests, I realized that your English is not quite as good as we all could have wished for. Therefore I would suggest that you read more English books and watch the Hollywood productions in their original version (ENGLISH!). Following my advice, I hope you can still get good marks at the end of the school year.

Your English teacher

Writing a fax

To:

[name of receiver]

Attention: [who do you want to read this]

From:

[name of sender]

Subject:

Date:

[1 October 2013]

page(s):

[Hi], 

Faxes are less formal than letters. Formal salutations (Dear Sir, Dear Ms.………) and endings (Yours sincerely,………) are often not used. Instead, common endings in faxes are Best wishes; Kind regards or Regards. 

Faxes are generally more direct than formal letters, but nevertheless – be polite.

[Kind Regards]

Sample:fax

To: 

SportsForever




Attention: 
Sales Department

From:

Manuela Berthold



Subject:
walking sticks

Date:

1 October 2013




page(s):
1

I would like to buy 20 pairs of walking sticks at your shop. Please reserve them for me and I will come to collect them Monday next week, on 4 October. If there are any problems, please let me know.

Kind regards

Manuela Berthold

PHRASES: INQUIRY

Phrases used for opening the letter:
We saw your advertisement for ………….. in ……………of………….

e.g. We saw your advertisement for kitchen cupboards in the September issue of ´Kitchen Classics´.


I refer to your advertisement for…………. in ………of………..


e.g. I refer to your advertisement for cat food in the ´Sun´ of 3 September 2013.


Your firm has been recommended to us by ……………………………..


e.g. Your firm has been recommended to us by Messrs. Jackson & Sons.


We saw your products at ……………………………..


e.g. We saw your products at the London Fair. 

Phrases used to introduce yourself/your firm:

We are a young, growing firm specializing in………………………

e.g. We are a young, growing firm specializing in furniture and fittings.

We are a middle-sized firm selling ……………………

e.g. We are a middle-sized firm selling skiing equipment.

We are a well-established firm producing …………………..

e.g. We are a well-established firm producing towels.

Phrases used to say why you are writing:

We are interested in including………………….in our range.

e.g. We are interested in including pens in our range.

We are considering importing…………from your country.

e.g. We are considering importing leather from your country.

We are planning to market………………….

e.g. We are planning to market fire extinguishers.

There is a growing demand for……………in our country.

e.g. There is a growing demand for wool scarves in our country.

Phrases used to tell the recipient what you expect him to do:

Could you please send us information about……………………..

e.g. Could you please send us information about your latest products.

Please let us have……………………………

e.g. Please let us have your latest catalogue.

Please enclose…………………………

e.g. Please enclose your terms of business.

We would like to receive…………………………..

e.g. We would like to receive a quotation for 200 computers.

Please send us information about………………….

e.g. Please send us information about your latest model.

Phrases used to close the letter:

We are looking forward to…………………

e.g. We are looking forward to hearing from you.

We look forward to……………………

e.g. We look forward to an early reply.

Should your prices be competitive,…………………….

e.g. Should your prices be competitive, we shall place substantial orders with you.

Should your products meet our requirements, …………………………

e.g. Should your products meet our requirements, we will include them in our range.

If your products come up to our expectations,………………………

e.g. If your products come up to our expectations, we will let you have a trial order.

SAMPLE LETTERS: INQUIRY










20 September 2013

Dear Sirs, 


Inquiry
We saw your advertisement for kitchen cupboards in the September issue of ´Kitchen Classics´. We are a young, growing firm specializing in furniture and fittings.

We are interested in including kitchen cupboards in our range.

Could you please send us information about your latest products and let us have your terms of business.

Should your prices be competitive, we shall place substantial orders with you.

We look forward to an early reply.

Yours sincerely










September 20, 2013
Gentlemen:
Inquiry

We saw your products at the New York Fair. We are a middle-sized firm selling skiing equipment.

There is a growing demand for wool scarves in our country.

We would like to receive a quotation for 5000 wool scarves.

We look forward to hearing from you soon.

Sincerely

PHRASES: ANSWERING INQUIRIES

Phrases used for referring to the inquiry:

Many thanks for your inquiry of…………….. about………………..

e.g. Many thanks for your inquiry of 23 September about our new inline skaters

We thank your for your interest in………………

e.g. We thank your for your interest in our products.

We are pleased to hear that you are interested in ………………..

e.g. We are pleased to hear that you are interested in new software.

Phrases used to refer to enclosures or things going to be sent by separate mail:

Enclosed please find…………………….

e.g. Enclosed please find our latest catalogue and price list.

As requested, we enclose………………………..

e.g. As requested, we enclose our terms of business.

We are sending…………………… under separate cover.

e.g. We are sending our latest brochure under separate cover.

Phrases used to answer questions and give information:

We can quote you a …………….. discount for …….………………..

e.g. We can quote you a 10 % quantity discount for orders over 1000 items.

Our usual terms are……………………

e.g. Our usual terms are payment within 30 days after receipt of invoice.


We always deal on ………………………………


e.g. We always deal on payment by sight draft. 


Please note that ………………………………


e.g. Please note that our products come with a 5-year warranty.
Phrases used to apologize for not being able to help:

We are sorry to tell you that……………………………..

e.g. We are sorry to tell you that we no longer produce the articles you require.

We regret not being able to………………………because…………….

e.g. We regret not being able to help you in this case, because demand has been overwhelming.

May we refer you to……………………in this instance?

e.g. May we refer you to Sports Care in this instance?

We regret to tell you that……………………………..

e.g. We regret to tell you that the product you ordered is temporarily out of stock.

Phrases used to suggest further contact and to close the letter:

We look forward to…………………………

e.g. We look forward to receiving your order.

If you wish, we could ………………………..

e.g. If you wish we could arrange for a product presentation at your firm.

If you need any further information……………………………

e.g. If you need any further information, please do not hesitate to contact us.

Should you have any further queries………………….

e.g. Should you have any further queries, we will be pleased to help you at any time.

We are looking forward to…………………….

We are looking forward to doing business with you.

SAMPLE LETTERS: REPLIES TO INQUIRIES
Dear Mr. Miller,

Your inquiry of 27 September 2013
We thank your for your interest in our products. Enclosed please find our latest catalogue and price list.

Please note that our products come with a 5-year warranty. Our usual terms are payment within 30 days after receipt of invoice. We can quote you a 10 % quantity discount for orders over 1000 items.


If you wish we could arrange for a product presentation at your firm.

Should you have any further queries, we will be pleased to help you at any time.

Yours sincerely

Dear Ms. Jackson,

Your inquiry about inline skaters

Many thanks for your inquiry of 23 September about our new inline skaters. 

We regret not being able to help you in this case, because demand has been overwhelming. May we refer you to Sports Care in this instance?

Should you have any further queries, we will be pleased to help you at any time.

Yours sincerely

Stating terms of payment and delivery

Possible discounts:

· cash discount 

(Skonto)

· quantity discount
(Mengenrabatt)

· seasonal discount
(Saisonrabatt)

· trade discount

(Großhandelsrabatt)

· special discount

(Sonderrabatt)

Common incoterms:


- EXW

(ex works…)


- FAS

(free alongside ship…)


- FCA

(free carrier…)


- FOB

(free on board…)


- FOR

(free on rail…)


- CFR

(cost and freight…)


- CIF

(cost, insurance and freight…)


- CIP

(carriage and insurance paid to…)


- CPT

(carriage paid to…)


- DAF

(delivered at frontier…)


- DDP

(delivery duty paid…)


- DDU

(delivery duty unpaid…)


- DEQ 
(delivery ex quay…)

· - DES

(delivery ex ship…)

Common methods of payment:

· by bank draft (Bankscheck)

· by B/E (Wechsel)

· by credit transfer (Überweisung)

· by L/C (Akkreditiv)

· COD (Nachnahmepakete

· D/P (documents against payment)

· D/A (documents against acceptance)

Phrases used to state terms of payment:

Payment is to be made ……………………..

e.g. Payment is to be made by credit transfer 10 days after receipt of delivery.

Payment is to be effected……………………

e.g. Payment is to be effected by L/C on receipt of invoice.

Our prices are quoted………………

e.g. Our prices are quoted FOB Hamburg.

Phrases used to state terms of delivery:

We grant a……………………………..

e.g. We grant a cash discount of 3% if you pay within 10 days after receipt of invoice.

We allow a……………………………

e.g. We allow a 5% quantity discount if you order more than 100 items.

The goods will be delivered………………..

e.g. The goods will be dispatched within 2 weeks after receipt of order.

The consignment will be forwarded………………..

e.g. The consignment will be forwarded by 10 November.

The goods will be delivered ……………………

e.g. The goods will be delivered by a forwarding agent.

The consignment will be sent by………………….

e.g. The consignment will be sent by lorry.

Phrases used to give additional information:

This offer is without engagement. (ohne Gewähr)

This offer is subject to goods being unsold. (solange der Vorrat reicht)

This offer is firm for 1 month only. (gilt nur für 1 Monat)

Sample: Stating terms of payment and delivery in letters

……………

Our terms:

Our prices are quoted FOB Hamburg. Payment is to be made by credit transfer 10 days after receipt of delivery. We grant a cash discount of 3% if you pay within 10 days after receipt of invoice. The goods will be dispatched within 2 weeks after receipt of order. This offer is subject to goods being unsold.

………………………

Phrases: Order

Phrases used to refer to previous contact:

We thank you for your……………and………………………..

e.g. We thank you for your quotation of 29 September and ask you to supply the following goods:

We have studied………………….and……………………..

e.g. We have studied your catalogue and have found your products satisfactory.

How to state what you want to order:

Please supply as specified below:

Quantity
Name of  product

Code

Size

Price

Total

e.g.

Quantity
Name of  product

Code

Size

Price

Total

3

Tablecloth

sme64

45X64

14,99

44,97

Phrases used to confirm the terms of payment:

As agreed, payment will be made…………………

e.g. As agreed, payment will be made by giro transfer 10 days after receipt of delivery.

Phrases used to confirm the terms of delivery:

Please note that delivery must be made…………………….

e.g. Please note that delivery must be made by 15 November.

This order is placed on the understanding that……………………..

e.g. This order is placed on the understanding that delivery will be effected within 10 days after receipt of order.

We reserve the right to return the goods at your risk and expense should we receive them after………………..

e.g. We reserve the right to return the goods at your risk and expense, should we receive them after 20 December.

We would ask you to pay special attention to………………….

e.g. We would ask you to pay special attention to careful packing.

Phrases used to close the letter:

We look forward to…………………………..

e.g. We look forward to your confirmation of our order.

We are looking forward to……………………

e.g. We are looking forward to receiving the goods in time and good condition.

A prompt and careful execution of this order……………….

e.g. A prompt and careful execution of this order will lead to regular repeats.

Sample letters: order

Dear Mr. Jameson,

Order for child seats
We have studied your catalogue and have found your products satisfactory. Please supply as specified below:

Quantity
Name of the product
Code

Size

Price

Total

2

child seat

ch195

5

56,--

112,--

As agreed, payment will be made by giro transfer 10 days after receipt of delivery.

This order is placed on the understanding that delivery will be effected within 10 days after receipt of order. We would ask you to pay special attention to careful packing.

A prompt and careful execution of this order will lead to regular repeats.

Yours sincerely
Dear Ms. Jennings,


Order for tablecloths
We thank you for your quotation of 29 September and ask you to supply the following goods:

Quantity
Name of the product
Code

Size

Price

Total

3

Tablecloth

sme64

45X64

14,99

44,97

As agreed, payment will be made by credit card 7 days after delivery.

Please note that delivery must be made by 15 October. We reserve the right to return the goods at your risk and expense, should we receive them after 15 October.

We are looking forward to receiving the goods in time and good condition.

Yours sincerely
Phrases: Execution of orders
Phrases used to confirm the receipt of order:

We acknowledge with thanks the receipt of your order no……………………..

e.g. We acknowledge with thanks the receipt of your order no 134 of 20 September.

Many thanks for your order for…………………………

e.g. Many thanks for your order for child seats. 

Thank you for your order for……….., which we received……………..

e.g. Thank you for your order for tablecloths, which we received yesterday.

Phrases used to confirm delivery.
The consignment will be dispatched…………………..
e.g. The consignment will be dispatched in the course of next week.

As requested, delivery will be made…………………………….

e.g. As requested, delivery will be made before the end of next month.

The goods will be delivered by…………………………

e.g. The goods will be delivered by 15 November.

The articles will be forwarded………………….

e.g. The articles will be forwarded upon confirmation of your L/C.

The consignment is being made ready for shipment. The goods should reach you…………….

e.g. The consignment is being made ready for shipment. The goods should reach you by 10 June.

We have already contacted our forwarding agent to ……………………………

e.g. We have already contacted our forwarding agent to ensure prompt delivery.

We have already arranged for …………………………

e.g. We have already arranged for dispatch within 5 days.

We have already made arrangements for…………………………

e.g. We have already made arrangements for immediate shipment.

If you are not able to deliver: Phrases used to apologize and suggest alternatives

We are sorry to tell you that the goods you require……………….

e.g. We are sorry to tell you that the goods you require are temporarily out of stock.

Unfortunately, the model you ordered is …………………………..

e. g. Unfortunately, the model you ordered is no longer available.

Nevertheless, we could deliver …………………..

e.g. Nevertheless, we could deliver a suitable substitute.

Nevertheless, we could supply model … from stock

e.g. Nevertheless, we could supply mode XY from stock.

Due to the heavy demand our stocks are temporarily depleted. The goods will be available again  …………

e.g. Due to the heavy demand our stocks are temporarily depleted. The goods will be available again in May.

We feel that …………………would make a suitable substitute.

e.g. We feel that article1493 would make a suitable substitute.

Will you please let us have your instructions.

Phrases used to close the letter:

We trust that the consignment will reach you ………………………..

e.g. We trust that the consignment will reach you in time and good condition.

Kindly inform us of the arrival of the goods.

We look forward to……………………

e.g. We look forward to receiving further orders from you. 

We are looking forward to………………..

e.g. We are looking forward to doing further business with you.

We shall be pleased to receive your further orders.

Sample letters: execution of orders

Dear Mr. Atkinson,

We acknowledge with thanks the receipt of your order no 134 of 20 September.

As requested, delivery will be made before the end of next month. We have already contacted our forwarding agent to ensure prompt delivery.

We trust that the consignment will reach you in time and good condition. We look forward to receiving further orders from you. 

Yours sincerely

Dear Ms. Oldham,

Thank you for your order for tablecloths, which we received yesterday. The consignment will be dispatched in the course of next week.

Kindly inform us of the arrival of the goods. We are looking forward to doing further business with you.

Yours sincerely

Dear Ms. Slimford,

Many thanks for your order for child seats. 

Unfortunately, the model you ordered is no longer available. Nevertheless, we could deliver a suitable substitute. Will you please let us have your instructions.

We are looking forward to doing further business with you.

Yours sincerely
Phrases: Complaints

Phrases used to start a complaint:

We are writing concerning our order …….., which reached us………..

e.g. We are writing concerning our order no 143, which reached us yesterday.

I am writing with reference to ………………………..

e.g. I am writing with reference to our order, which reached us on 2 October.


I am referring to our order ……………………..


e.g. I am referring to our order no. 143 of 14 October.

Phrases used to express your complaint:

On examining the delivery, we found that……………………

e.g. On examining the delivery, we found that some of the articles were seriously damaged.

We are sorry to say that……………………………

e.g. We are sorry to say that most articles are defective.

On inspecting the goods, we discovered that……………..

e.g. On inspecting the goods, we discovered that the quality was not up to sample.

To our surprise, …………………………..

e.g. To our surprise, the goods are not the colour we ordered.

Unfortunately, the products turned out to be ………………..

e.g. Unfortunately, the products turned out to be of inferior quality.

We regret to inform you that…………………….

e.g. We regret to inform you  that you have sent us the wrong goods.

Much to our disappointment the goods you promised us for……………….have still not arrived.

e.g. Much to our disappointment the goods you promised us for 15 November have still not arrived.

Phrases used to say what you expect and will do next:

Please arrange for……………………….

e.g. Please arrange for the immediate dispatch of suitable substitutes.

Unless we have the goods………… we will have to cancel our order.

e.g. Unless we have the goods by the end of next week, we will have to cancel the order.

We are keeping the faulty goods in our warehouse until……………

e.g. We are keeping the faulty goods in our warehouse until we receive further instructions from you.

We are prepared to keep the goods …………………….

e.g. We are prepared to keep the goods at your disposal.

Phrases used to close the letter:

We hope to hear from you soon.

We are looking forward to receiving your instructions.

Sample letters: complaints

Dear Mr. Attenborough,

I am writing with reference to our order, which reached us on 2 October. 

On examining the delivery, I found that some of the articles were seriously damaged. . Please arrange for the immediate dispatch of suitable substitutes.

We are keeping the faulty goods in our warehouse until we receive further instructions from you.

We hope to hear from you soon.

Yours sincerely
Dear Ms. Arlo,

I am referring to our order no. 143 of 14 October
Much to my disappointment the goods you promised us for 15 November have still not arrived. Unless we have the goods by the end of next week, we will have to cancel the order.

We hope to hear from you soon.

Yours sincerely

Phrases: Answering complaints
Phrases used to refer to the complaint:
We refer to your letter of………….in which you complain about …………….

e.g. We refer to your letter of 12 November, in which you complain about our delivery no. 134.


I acknowledge with thanks your letter of………………….


e.g. I acknowledge with thanks your letter of 2 February.

Phrases used to apologize and explain what happened:
Please accept our apologies for……………….

e.g. Please accept our apologies for supplying the wrong goods.

We are extremely sorry about………………….

e.g. We are extremely sorry about the inconvenience you have been caused.

We much regret hearing that,………………….

e.g. We much regret hearing that our delivery has not arrived yet.

We have looked into the matter and found that………………

e.g. We have looked into the matter and found that the damages are due to inadequate packing.

We apologize for this error which must have been caused by……………

e.g. We apologize for this error which must have been caused by an oversight in the sales department.

The delay seems to be due to………………

e.g. The delay seems to be due to a technical problem.

The reason is that…………………………….

e.g. The reason is that we are extremely busy during this time of the year.


 Phrases used to suggest adjustments:

We are pleased to say that……………………….

e.g. We are pleased to say that suitable substitutes were sent off today.

We are prepared to allow you a …discount on ………………

e.g. We are prepared to allow you a 30% discount on your next order.

We would like to inform you that……………….

e.g. We would like to inform you that the missing items are on their way to you.

Kindly hold the ………….goods for collection……………

e.g. Kindly hold the damaged goods for collection through our forwarding agent.

Phrases used to close the letter:

We hope you understand our situation and thank you for your patience in this matter.

Please accept our sincere apologies.

Sample letters: adjustments

Dear Mr. Baldwin,

We refer to your letter of 12 November, in which you complain about our delivery no. 134.

We have looked into the matter and found that the damages are due to inadequate packing.  The reason is that we are extremely busy during this time of the year.

We are pleased to say that suitable substitutes were sent off today. Kindly hold the damaged goods for collection through our forwarding agent.

We are prepared to allow you a 30% discount on your next order.

We hope you understand our situation and thank you for your patience in this matter.

Yours sincerely

Dear Mr. Capson,

I acknowledge with thanks your letter of 2 February.

I much regret hearing that our delivery has not arrived yet. We apologize for this error which must have been caused by an oversight in the sales department.

I would like to inform you that the missing items are now on their way to you.

Please accept our sincere apologies. We are looking forward to doing further business with you.

Yours sincerely
GENERAL TERMS OF BUSINESS

Terms of delivery:
[Your orders will be carried out within 15 days after receipt of order. Should there be any problems with the delivery, you will be informed immediately. In case of orders over 200 euros delivery within Austria is free of charge. For deliveries outside Austria we contact a forwarding agent. The costs for the forwarding agent will be charged.]

Right of return and exchange:

[You can return the products within 14 days after receipt of delivery without any statement of reasons. Please enclose the original bill and stamp your return parcel.]

Terms of payment:

[If payment is effected within 10 days, we can quote you a 3 % cash discount, payment within 30 days net. All prices include 20% VAT and are in euros.

Reservation of ownership:

[Goods will remain our property until complete payment.]

Place of fulfillment:

[Address of practice firm]

Place of jurisdiction:

[Usually town where the practice firm is situated.]

Partner firm:

[name and address of the partner firm]

Imprint:

[Name and address of the practice firm]

Bank account:

[name of the bank, account no, bank code, UID of the practice firm]
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