5. ACKNOWLEDGEMENT OF RECEIPT (2)
                                                                            RANK PRODUCTS

                                                                            66 High market Street

                                                                            Reading RG 702PP ENLAND

                                                                           Tel: 1189 702 345                   Fax: 1189 704 101

05 October 2016

Mrs Catherine Revert

Sales Manager

LAFONT FRERES S.A

92 avenue de la Manche

50 100 Cherbourg

France
Dear Mrs Brochard,
We are in receipt of your order n° 313-4F, for which we thank you.
Most of the goods required are available. However, we are no longer able to obtain the cutlery listed under items 15-20 due to production problems in their country of origin.

We are extremely sorry for this state of affairs and regret that we cannot comply with all your requirements. We suggest that you replace these products by those in the enclosed catalogue under the number 216J. The design is similar and we can guarantee both the quality of these articles and their availability. They are also excellent value for money.

If we are to expect the delivery dates stipulated in your order letter, you should let us know your decision as quickly as possible. We trust our offer will interest you and we look forward to hearing from you.

Yours sincerely

P. Johnson

Sales manager

Other expressions

1) To acknowledge a receipt of order and say than you

Thank you for your order dated September 30th
We acknowledge receipt of your order.

2) To warn the customer of the unavailability of some goods/ a change of price/ a delay in delivery/ unacceptability of terms of payment

We have to inform you that we cannot deliver these goods until the end of November due to heavy demand. (en raison du grand nombre de demandes)

We have, however, run out of stock of ....

We do not expect any more supplies until the beginning of December.

We can supply the items requested but with a price increase of 2%, due to higher transport costs.

The bill of exchange (=letter de change) which was due 5 days ago, has been returned to us.

We shall present the bill to the bank again on 8 December.

3) Regret you are unable to meet the requirements and make proposals ro find a solution

We regret this contretemps and hope that the draft (traite) will have been met (honorée) by the date indicated.

We regret we cannot be of service to you in this matter.

We sincerely regret that we cannot carry out (effectuer) your order to your satisfaction and hope that you will consider replacing the missing items by other sin stock.
4) Ask the supplier to make a decision, hoping they  will confirm their order

We look forward to a prompt reply.

We do hope that you will accept our offer.

Please fax us immediately if this modification suits you.

VOCABULARY:

To be in receipt of = accuser réception de

Cutlery= descouverts

A state of affairs= une situation

To comply with= satisfaire

A design= un modèle

Availability= disponibilité

Excellent value for money= d’un excellent rapport qualité-prix
To apologize= s’excuser

To cancel= annuler

To charge= facturer

A deadline= un délai (à respecter)

To harm= faire du tort à

To hold up=retarder

A keen price= un prix compétitif

Out of stock= en rupture de stock

A payment on receipt of goods= paiement à réception

To postpone= remettre à plus tard

To have a rush of orders= être submergé de commandes

To be short of= manqué de

