3. Placing an order                           

                                                                                    INTERCONTINENT

                                                                                    59800 Lille- France

                                                                                    Tel: 03 20 66 77 13 Fax: 03 20 66 11 21

Our reference order n° 105-35
28 September 2016
Mr. J. Jones

Sales manager

British crockery

17 Bracken Heath 

Leeds 91H 704

England

Dear Mr Jones,

We are placing / would like to place an order for
100 Brown earthenware teapots
     Cat. N° 14E-212    - £ 3.50 each/ apiece
500 dessert plates design Windsmoor 
     Cat. N° 18F-321    - £ 1.00 each/apiece
250 cups and saucers design Lakeside 
     Cat. N° 10L-213    - £ 1.75 each/ apiece

Our account will be settled by international banker's draft through Barclays Bank, 11 Rodney Street,London W1. / We would like to pay in one draft through Barclays.
As usual, the goods will be packed in shockproof boxes and shipped to Le Havre.
Since we must have this merchandise for the annual fair, please confirm that you will deliver by March 1 at the latest. 
Yours sincerely

George DUPONT
Head Buyer


Other expressions 
2) To fully describe the order: quantity, type, size, model, specifications, catalogue number, price…..

Please send the following items.

We wish to place a standing order. (une commande permanente)
If you could reduce your offer by 2%, we would be willing to place the following order. 

We agree to your terms and conditions and note that you are ready to grant a rebate of 3% on the items listed in the general price list. 

We are pleased to place the enclosed order.

 We would like to order the following as a trial order. 

3) Indicate the method of payment and the name of the customer’s bank.
We have instructed our bank to open an irrevocable letter of credit for £3000 in your favour. 

We would like to ask you to grant us open account terms with quarterly settlements. 

4) Give details about the transportation and packaging you want 

The goods should be delivered to our Lille warehouse by refrigerated lorry. 

The merchandise must be palletized and dispatched to our warehouse in Montpellier

The goods should be packed in fireproof containers. 

5) Specify delivery dates
Please inform us of any delay in delivery.

We cannot accept delivery after May 16.

 Are these articles available for immediate delivery? 

Our order is urgent and we would be grateful for an early delivery. 
EXTRA VOCABULARY

A current rate= un tarif actuel

A cash payment= paiement comptant

A discount= une remise

To grant= accorder

In bulk= en vrac

An order form= un bon de commande

An overseas customer= un client étranger

A price list= un tarif

Within a week= dans un délai d’une semaine

Waterproof= étanche

Shockproof= à l’épreuve des chocs

CIF= Cost insurance Freight= coût, assurance et fret

A draft= une traite
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