It´s 5 October 2007, you are the Sales Manager of your company. You are replying to the letter from the last issue of Rozhledy – you are now in the role of the Spanish company which is responding to the enquiry of the Czech company František Botička a synové from Zlín. Therefore take Rozhledy 83, 2007, no. 1, p. 16 and read the instructions for the letter.

Thank the Czech company for their enquiry of 5 September 2007, in which they asked for further information about your company. You are delighted that the Czech firm is interested in your offer and that you can give them a positive answer and offer them your range.

Even though you haven´t had any business contacts in the Czech Republic so far, you don´t see any problems in your deliveries to Zlín because your company has its branch offices both in Germany and Austria, including Vienna, which is probably the most suitable for your partner. In view of the fact that your partner´s company would be the first customer in the Czech Republic, you are prepared to give them special offers, various discounts and extended service.

You ask your partner to find enclosed materials about your company including samples, as required in their enquiry. When they´ve had the opportunity to see the samples for themselves, you are sure they will agree that they are of the highest quality. Unfortunately, it wasn´t possible to send the whole colour scale of your leather, and therefore your refer to your website www.zapato.es, where they will find further information about the samples, guarantees and your company. You would like to point out that your company lays great emphasis on environmental protection and therefore you assure your partner that during the manufacture of your products there is no cruelty to animals.

Once again you would like to thank them for writing. You would welcome any further questions they might have. You hope to hear from them again soon and you look forward to your cooperation.

Note: Write the addresses, date, references, subject (Reply to enquiry), open the letter correctly, write the letter, close the letter, sign it with your name, giving your function in the company and into the enclosure part write “catalogue and samples”. Don´t forget to check the style and formal parts of your letter, but also grammar, spelling and punctuation.

Vocabulary:

sortiment – range (of goods)

dodávka – delivery, supply

pobočka – branch office, suboffice, subsidiary

barevná škála – colour scale

záruka – guarantee

rozšířený servis – extended service

péče o životní prostředí – environmental protection


ujistit – to assure

klást velký důraz na něco – lay great emphasis on sth.

týrání zvířat – cruelty to animals

