4. Acknowledgement of receipt of order: Example n°1
                                                                   FAMOUS PRODUCTS

                                                                 25 Gracechurch Street

                                                                OXFORD OX 1 1NB ENGLAND

   Tel: (0) 1865 202876           Fax: (0) 1865 204123 E-mai: famousproducts@bt.com
Mr  Paul Blanc

Purchasing Manager

P. ROUGET.SA.

108 rue Champ Fleuri

38000 GRENOBLE

FRANCE

Dear Mr Blanc, 
We thank you for your order number 21345 of September 28. These articles/ goods/items/products are already selling /sell very well in Denmark and Holland. 
All the items are in stock /available and will be duly dispatched/shipped/ sent according to/following your packing instructions and well within your time limit. 
Please find enclosed our invoice n° 34567 amounting to/ for the amount of £7,542. Our terms of payment are net against three months' draft or 2 1/2% discount for payment within 30 days. 
We trust these arrangements are to your liking and look forward to doing further business with you.

Yours sincerely
 
Cecilia Owen
Sales manager

Other useful expressions
1) To acknowledge receipt of the order and thank the customer

We have received your order number 222458 and thank you for it. 
We are pleased to acknowledge receipt of your order dated September 18th. 
Many thanks for your order requesting another 50 boxes of navy blue candles. 
This item is, in fact, is one of our most popular lines. 

2) Quote the main terms and indicate you are enclosing a pro forma invoice specifying the delivery methods and settlement terms.
As requested, we gave the order of priority and the consignment was dispatched this morning. We can assure you that the goods will arrive on time. 

As usual, we accept payment on receipt of goods.

The enclosed invoice in triplicate covers items sent on September 20th against your order n°21212.

All the usual documents have been dispatched to your Barclays bank branch. 

Your draft has been honoured for £10,500 as stipulated by the letter of credit opened there.

As requested, we shall draw on you at 30 days for the amount of the enclosed invoice. 

3) Express that you hope your client is satisfied.
We are convinced that the high quality of our merchandise will live up to your expectations. We shall be happy to put right any problems that may arise.

Please let us know as soon as possible if these proposals suit you.

Should there be the slightest hitch, please inform us and we shall do our best to find a solution.

EXTRA VOCABULARY

A bill a lading= un connaissement

A cash discount= une escompte de caisse

A commodity= une marchandise

To forward= envoyer

An indent= une commande, un bon de commande

To meet the eneds= satisfaire less besoins

A method of payment= un mode de paiemetn

An order book= un carnet de commandes

Prompt payment= paiement immédiat

A raw material= matière première

A spare part= une pièce de rechange



