7.Acknowledgement of delivery 

F.M Durand&Cie

50 Avenue Edith Piath

34 000 Montpellier

Tel: 04 67 73 88 42     Fax: 04 67 73 88 41

Mr. Charles Middleton

Sales manager

Smith&West Ltd

100 St Martin’s Road

Windsor SL4 3GD

England

25th October 2016

Dear Mr. Middleton
The goods we ordered on 15 March, order n°7654, have arrived in good condition and in time for our autumn show.
We were pleased to note that you had been able to respect the delivery dates in spite of the current transport problems. 
We look forward to doing further business with you and intend to make a repeat order shortly.
Please draw on us at 60 days for the amount of your invoice and send us the draft for acceptance.
Yours sincerely 
George Lemon
marketing manager 


A) Acknowledge delivery.

Thank you for the items ordered on 10 February and delivered on 28 February. 
We have received our order n° 1234 just in time for the annual trade fair.
We wish to acknowledge receipt of our order n° 5113.

B) Express satisfaction
We have duly received the first shipment of our order. 
We would like to thank you for meeting the delivery deadline. 
The items supplied match our requirements exactly. 
We are entirely satisfied with the new design of the products ordered. 

C) Confirm you may do business again with the supplier in the future
We appreciate your speed and efficiency in supplying us with the necessary spare parts at such short notice. 
We shall be sending you another order rapidly. 
We expect to do business with you again. 
We hope to be in a position to do more business with you in the near future. 

Recall and agree with the terms of payment
We have instructed our bank, Barclays bank, to open and irrevocable letter of credit for £2,000 in your favour.
As agreed, you may draw on us  at 60 days from the date of dispatch of each shipment. 
As agreed, we have arranged payments by banker's transfer.

Vocabulary

in good condition= en bon état

in time= à temps

a show= un salon

to note= constater

a delivery date= délai de livraison

in spite of= malgré

current= actuel

further business= d’autres affaires

to make a repeat order= renouveler une commande

shortly= bientôt
to draw on= tirer

an amount= un montant

an invoice= une facture

a draft= une traite

a batch= un lot

to be up to expectations= répondre à l’attente

charges= les frais

To check= verifier

a consignment= un envoi

contents= contenu

further orders= autres commandes
to instruct someone to do= charger qqn de faire

produce= des produits frais

a rate= un taux

to reach= arriver

shortly= sous peu

to tally with= être en conformité avec

a trial order= commande à l’essai

