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A Replying to an

advertisement and asking for
information, prices and

*samples.

B Asking for a catalogue and
information.
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THE LETTERS

MNote: (K) = answer in the Key on page 121.
¥ = described in the Glossary on page 157




Which address will be typed

on the envelope! (K)
Why has L Waters written ;'/
this letter? (K)

What is the normal length of
guarantees on Borg's f o

models? (K) IIlI R"""ﬂden

LANGUAGE FOCUS

Replying to an advertisement (letter, enguiry, etc.)

With reference to your advertisementin . ..
With reference to your letter (enquiry) of . . .

Requesting action (sending)

Would
Could
Please send me . ..

you please send me . . .

Requesting information:

I’'We would like to know whether . ..
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LANGUAGE FOCUS

| Replying to an advertisement (letter, enquiry, etc.)

'i With reference to your advertisement in . . .
’ With reference to your letter (enquiry) of . . .

-

2 Requesting action (sending)

Would
Could | YU please send me.. . .

Please send me . . .

31 Requesting information

‘ I'We would like to know whether . . .




PRACTICE EXERCISES

a) Daily Mail
b) Economist
¢) Radio Times

b) anew price-list.

e) afree *brochure.

2  Ask acompany to send you
a) a *catalogue and price-list.

c) free samples and price-list.
d) full details and prices.

(K)

3 Ask for information about whether
a) the price includes delivery charges. (K)
b) the *filing cabinets are available in green.
c) they could send the order by air.
d) they have an office in Paris.
e) you can pay in US dollars,

LETTER WRITING PRACTICE

Look at the advertisements:

LET THE LOW FARE
SPECIALIST
LOOK AFTER YOU
Scheduled 747 Mights to
AUSTRALIA
& NEW ZEALAND
With stopovers available in
Bangkok, Bali, Hong Kong,
Singapore. Kuala Lumpur,
Manila. Jakarta, Los Angles,
Fiji and Honolulu,

RMIS

TRAVEL

Hermis Travel
35 Whitehall, London SW |
(1-9300 255607, Telex 206421

LOW COST
WORLDWIDE
FLIGHTS
Sydney one way £341
return £531
Acround the world from
£748
London/New Zealand
return from £68%
TRAILFINDERS
TRAVEL CENTRE
46 Earls Court Bd. London WH
Tl DF-937 9a3] (1 )T haull
Tel. 11 -493T 5401 { Europe)
Crovt. Licensed & Bonded

ABTA ATOL 1458

Write sentences as directed. Show incomplete (unfinished) sentences by three dots (.. .).
I Reply to an advertisement in the

— last Monday (K)
— last week

— last Tuesday

d) Guardian — today

e) Financial Times - yesterday

When you need 1,000
colour leaflets — or even
100,000- printed in

a humry —

ONE CALL DOES ITALL
‘S BASILDON 44066

When you need prestige
brochures of the highest
standard

ONE CALL DOES ITALL
‘S BASILDON 44066
CALL FIDELITY

Because we do everything
from initial design to final
print, in our own complex-
we can do it quicker, easier
and a lot cheaper.

Fovr exampie DNL‘I’

5000 A4 COLOUR
%189
INCLUDING

PHOTOGRAPHY

For FREE colour brochure, price Nsis
and sampies — call

Fideli ity

Mt e Yy

- DLCI URF PRINT ERS

‘S BASILDON 44066
ONE CALL DOES ITALL

B, 10, 12 Hornsby Saquare,
Southfields Ind. Park, Laindon, Basildon,
Essex 5515 551:! 5 ming. from W35

[ NOW OPEN FIDELITY WEST
Customer Senvice Office in
SWINDON 10 minutes from the Md
Phone: 0793 616858

——




| Complete this letter to Hermis Travel requesting full details and prices of flights to Kuala

Lumpur. (K)
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2 Write a letter to Trailfinders Travel Centre asking for full details and prices of flights to New
Zealand.

3 Write a letter to Fidelity asking for a free colour brochure, price-lists and samples of their leaflets.
Also ask whether air freight can be arranged to your country. (Use your own name and company
and today's date.) (K)

4 Write a letter to Allwood and Sons Ltd (22 Highland Way, Ashford, Kent) asking for full details and
prices of their radios and televisions, Also ask whether they ean arrange for their instruction
booklets to be translated into the language used in your country.

5 Write to one of your regular suppliers in England or America and ask for their latest catalogue and
price-list.
Pair work

a) Write a small advertisement for a travel agent.
b) Take your partner’s advertisement and write a letter asking for prices and specific details.
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LANGUAGE FOCUS | sales pireceo,

Enc: 2

.

I Thanking (for a letter/enquiry)

Thank you for your letter (enquiry) of . ..

MNote: Thank you . . . is less formal than With reference to . . .

2 Referring (to the contents of a letter)
|

With reference to T

Thank you for your letter . . . enquiring about . . . I
Mote: |. enquiring about can be replaced by any suitable verb +ing, e.g. requesting.
2. letter enquiring about = the letter in which you enquired about.

3 Enclosing (sending)

We are pleased to enclose . . .
We have pleasure in enclosing/sending . . .

We enclose/VWe are sending . . .

4 Closing a letter (with hope for future business)

T PR |

We lock forward to ™
hearing from you.

e.g. We look forward to an
receiving your first order/your reply.




