 Enquiry





WHY 


- because we need to know new products, new business contacts, interesting prices, new              materials, better  terms of trade, market changes   





WHAT IS


- It is a letter asking for information about new products, to run business with 


   a company we have contacted long time ago





WHERE ADRESS OF NEW PARTNER


 - advertisiment - in newspapers,TV, radio, Internet, golden pages,   


    billboards, databanks, databases, leaflets, on vehicles, cards - visiting,  


    telephone


 - recomandation from sb., chamber of commerce, from the product itself,  from trade fairs,       business catalogues,





3 PARAGRAPHS :


FIRST - where saw adress, reference


          - phrases -we have read ... 


                           we have seen your adress ... 


                           your company has been recomended to us by...


SECOND - info about ourselsves, general reason for writing


             - phrases - We are a company which specialises in ...,


                               We are one of the companies which produces ...,


                               We are interested  in buying, importing, purchasing ...


THIRD - request action, asking company to do sg.


           - phrases - please send us ...,


                             could you please send us ..., 


                             could you let us know ...,


                            would you send us ...





ASK FOR 


- price lists, catalogues, samples, info about trade discounts( conditions (terms) of payments, delivery, technical details, for offer, quotation





SALUTATION 


- Dear Sirs,, Dear Sir/Madam, GB


- Gentlemen:, Ladies and Gentlemen: - US








FORMAL ENDING


 -  Dear Sirs, - Yours faithfully,


-  Gentlemen: - Yours trully,


-   name - Yours sincerelly





WHY CAREFUL ( TAKE TIME WHEN WRITE


- important - first opportunity (prílezitost), first contact with sb. new


- should be correct, clear (easy to understand), complete (all info there),  


  courteous (polite)





WHAT RECIPIENT DO WHEN GET IT 


- read it carefully, answer it within several days - quickly








