OFFER


WHEN WRITE


- after receiving an enquiry


- after telephone call, meeting, fax, talk on trade fair


- if it is a new company - they want to get new customers, when starting our business


- when want to show new products to old business partner





CONTAINS


1.  - acknowledge(potvrdit) the letter


      - Thank you for your enquiry ...


      - We have just received ...


2. - discribe action


    - We enclose our latest price list, catalogue, sending a promotional video film ...


3. - stress important info


    - Please note that ...


    - We can quote you a discount of ...


4. - answer specific questions


5. - help to make a decision


    - We would like to suggest ... (that one of aur representatives should visite you to demonstrate ...)


6. - encourage, invite further questions


     - Please don´t hesitate to ...





SALUTATION


- Dear Mr, Mrs, Miss ...


- must use the name of person we are writing to - we know it from enquiry





CLOSE


- Yours sincerely - GB


- Yours truly - US














SPECIAL OFFER


- discription of the product, used materials, quarantee


- the price of the product


- terms (conditions) of payment - payment with order (predem)


                                           - letter of credit (pres banku)


                                           - open account (na fakturu)


                                           - cash   


- terms of delivery - FOB (free on board - pay goods, transportation)


                              - EXW (ex-works - pay everything)


                              - FRC (free carrier - u kontejnerové dopr. - obdoba FOB, k dopravci


                                          dodavatel od dopr. my)


                              - CIF (výrobce platí - cost, insurance and freight )


                              - C(F (výrobce platí - cost and freight)


                              - DDU (opak EXW - platíme clo - delivered duty unpayed)


                              - DDP (delivered duty payed - výrobce platí vše)


- validity (platnost) of the offer





ADVANTAGES


- customers service 


- demonstration, instruction


- discounts - bulk (quantity), for early payment, cash


- longer warranty period (záruka)


- delivery - short term (from stock), free - delivered duty payed 


- free instalation


- sending a representative, demo, video film, samples


- updating products (aktualizace)


- free delivery to your place


- lease machine


- can give a credit (úver)





WHY IS IMPORTANT


- it is a suggestion of contract - no mistakes, 


                                               - must keep your words





WHAT DO CUSTOMERS DO WHEN GET IT


- read it very carefully


- decide - take it - write an order, confirm = expect it


              - leave it - reply and talk - discuss = negotiate (projednávat)


              - don´t like it - don´t  reply








