Task

Write a business letter following these instructions:

It is 10 December 2007. You are the Chief Buyer of Molba, a. s., Táboritů 120, 779 00 Olomouc and you are sending an order to Ms Jane Rock in Collemann Ltd., 48 Shakespeare Road, Stratford upon Avon K7D 8P4. Their reference CZ78, your reference 569-Obj, the subject is Order for goods.

Thank for the offer of 6 December 2007. As their prices and terms meet your requirements, you ask them to supply kindly the following goods: Guide to Shakespeare, catalogue number 45, quantity desired 2,000. She will find enclosed the details on this order on your company´s official order form (unit price, discounts, delivery date, method of payment and shipment and delivery address).

You confirm that the 10% discount on the whole delivery is satisfactory. It is essential that the goods are delivered until 20 February 2008. If the goods are not delivered on time, you reserve the right to cancel the order. Detailed instructions regarding packing and shipping will follow as soon as you consult the whole order with your Sales Director, Mr Jaromír Svoboda.

You would like to ask her to acknowledge this order after receiving it and give the possible exact delivery date. In case of satisfactory execution of this order, they may reckon upon further orders in the near future.

Notes: Plan your letter carefully, write the text, “send” a copy to Mr Jaromír Svoboda, Sales Director (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.

