                                    Sephora  Gare de l’ESt

                                   4 rue du 8 Mai 1945, 75010 PARIS 
                                   (01 40 38 63 40

15 September 2016

M. Peter Richmond

Manager
Boots

83/85 Regent Street, London WB1 4EN

Great-Britain

(+44 (0) 20 7287 2999        

@regentst@hunterboots.com

Dear Mr Richmond,

We were delighted/pleased/very happy to receive/ get your enquiry about the hairdressers equipment and supplies we manufacture, and are sending you a copy of our latest fully illustrated catalogue and price list. 
We are also enclosing a few samples of our shampoos, hair dyes and hair treatment products which are some of our specialities. We would like to point out that we also deal in natural cosmetics. 

We have adequate stocks of most of the products featured in our catalogue and can supply them within one week of receiving an order. We can grant/offer/give a 5% discount/ 5% off for orders over €50,000. All our prices are quoted delivered at frontier. Our usual terms for overseas trade are a bank draft against a pro forma invoice.
We are sure you will be delighted with the quality of our products, which sell throughout/ around the world / worldwide. We look forward to the pleasure of doing business with you. 
Yours sincerely
Thomas MARTIN

Sales Manager
Replying to an enquiry other expressions

1+ 2) Thank the customers for their interest. If you can’t provide them with their request, propose an alternative.

· With reference to your telephone enquiry of yesterday, we are very pleased to hear that you want to launch a line of ..............products in your area.

· Thank you for your enquiry concerning the equipment we sell.  We regret that we no longer provide.... However, we do carry .............which are more tougher and up-to-date

· We are very happy to submit the following quotation.

· We can offer a large range of articles at attractive/Competitive prices.

· For your information we are about to launch an advertising campaign for our brand/make of products.

3) Highlight the main qualities of your good. Mention you have other /similar products. Mention an after-sale service or spare parts supplying or samples

· We can supply large quantities of goods with as little delay as possible/ at 2 weeks’ notice.

· For orders of 50 items or more /over, we allow/grant a special discount of 5%/ we send free gifts.

· Please note that the prices quoted are guaranteed only until December 31st.

· In addition, we provide a reliable after-sales service all over Europe.

4) Give details about delivery delays. Explain you are committed to delivery deadlines. Explain how customers can pay. Explain you may give a discount or send a representative.

-We hope t hear from you soon and can assure your order will be dealt with promptly.

-We can guarantee each article is produced with the utmost are.

Should you wish to have further details, we are at your complete disposal.

-Should you be interested, we are at your compete disposal.

-Should you be interested, our representative for your area, Mrs Johnson, can call on you.

