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1|Business letter writing

Letter-writing is an essential part of business. In spite of telephone, telex
and telegraphic communication the writing of letters continues; in fact
most telephoned and telegraphed commumcatmns have to be confirmed :
in writing.
The letter is often evidence of an arraugement or a contract, and must '
therefore be written with care; even the shortest.and most usual of letters
may have this importance. The need for. thoughtm writing is clear when
you realise that in speaking—either face-to-face or-by telephone—the
’ reaction to the .spoken word can be seen or heard immediately, but -
- reaction to a letter is not known until the answer is received.
When you have written a letter, read it through carefully; see that you
have put in evsrythmg you intended; and have expressad it well; read it
. agair, trying to put yourself in the piaoc of the reﬁawer to find out what
: mmpression your letter will make.
It is obvious that what has been said in the previous paragxaph becﬂmcs
~even more important when you write a letter in a foreign languaga
' Unless you know that particular language very well you are certain to
translate some phrases from your own language literally; these phrases:
~may then convey quite a different meaning from that intended. It is in any
::asc impossible to translate all business phrases literally as each language
sits own characteristic idiom. With this in mind we have given as large a
Selection as possible of English phrases in general use.
- A question frequently asked is: ‘How long should a good letter be?’
The answer is: “As long as is necessary to say what has to be said.” The -
manner of inteypreting this varies, of course, with the writer, and also very
- with the nationality of the writer.
- Because the aim of the letter is to secure the interest of the reader, and
his cc peratmn, the letter should begin with sentences that will intro-
atter without undue delay, and polite forms to help the
2 must not be too long. The letter should continue with the
i and all the necessary information or arguments connected-
thc wording must carry the reader along smoothly; jerky,
.:Izsjmnted sentences spoil the impression. The letter should
le ending—one that is not long but makes the reader feel that
_f view is being considered. This is espemali}r necessary when
writing to buyers.
if time in subsequent letters should be avoided by giving all the
n likely to be required, unless the writer purposely refrains
“ml:a too much detail until he knows the reaction of his
=nt.
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A gcmd vocabulary is necessary, both in your own and fom;gn lan- 4

, guages repetition should be avoided as much as possible, except whe.rel
; the exact meaning does not allow any change of word. :

Evéryone has a characteristic way of writing, but it must be.remem-

- 'bered. that.the subject of the routine business letter: lacks variety and .
- _certain accepted phrases.are in general use. This is of great help to the
foreigner, who can rely on them to compose a letter that will be under-

. stood. Let us say, perhaps that a routine business letter is like a ‘train,

runmng on arailway track, whereas other letters are like cars that must; of
couise, keep to the road but are otherwlse given g:reater fmedu}n of

_‘'movement than a train.

_This greater ‘freedom of movsment applies also to husmess corres-

~pondence dealing with matters of policy, special offers; negotiations,

reports and customers’ complaints, all of which are matters that demand -
individual treatment, Here the correspondent must not. only make his
meaning clear but also try to create in the reader’s imagination-a true
impression of his attitude. This is by no means so difficult as it may seem if
the writer will remember that simplicity of word and phrase usualiy gives
the impression of sincerity. Alsec a style of writing which is natural ;e the

' _ writer carries his personality to the reader.

- In foreign t};ﬂdﬂ with its numerous -problems and compllcatmns the
use of forms is a necessity: it facilitates the handling of goods at the
various stages, indicates that regulations have been complied with, and
saves inecessary correspondence. It is the repetitive nature of many

- business transactions that makes it possible for the form to do the work of
- the letter. A study of the wording on forms is therefore advisable, anid one

or two specimens relatmg to certain transactions will be ft)und in lat&r
chapters.

The growing use of the telephone and- telegraph is also reducing
correspondence in this age when, as neéver before, ‘timg is money’.
Another factor is the increasing personal contact in jntcmaticrial trade.
With any one part of the world only a few hours’ flying time from any
other it is not surprising that many businessmen prefer to make personal
visits in order to discuss important matters on the spot.

Other modern conditions and tendencies that have their effect on the
nature of correspondence are the establishment of foreign companies by
large internavonal organisations, business tie-ups between pairs of firms

in different countries, export and import controls and restrictions, cur-

rericy contiols and the financial policies of governments.

The really competent correspondent therefore needs to understand.
something of the principles and practice of modern commerce. There is
no room in this book for even an outline of these principles, but some
brief explanations of certain procedures are given in order to help the less
experienced student to understand the letters that follow. %




s letter heading et
‘fhe layout sznasm Mrw

seading which provides the reader of the letter with essential
Be company’s name and address, its telephone numbers and
addl_'esses, the type of business it is engaged in, its telex code
. numbcr and in many cases-the names of the d:rcctors Itis

ir stationery.

letters aré usually typed on notepaper bé'aring a specially

in about the organisation sending it. Normally the heading will

¢ increasingly common for firms to pnnt an emblem or trade- !

3 an example of a headmg that mlght be used b},r a Bntlsh

H. BROWN & W. PINK -
LIMITED

Home & Overseas Merchants

18 HILL 5T,
LONDON WM SRN

mm in this example is alimited company ? and this fact is indicated
d “Limited’ (very often abbreviated to ‘Ltd.*), which is printed

iess is, this is stated separately.
‘are two more examples of letter hcading,s, both of which w::tuld be
mrsths z

; ame. Since the name of the company does not show what its lme 5

, BLACK & WHITE

SOLICITORS Telephone: 01 388 5599
T.M. White 265 Hicn HOLBORN
G B, Jones h Lonpon WCIH 8BA

3.:3 try into the European Economic Community (the E.E.C.).  * See page 8.
3

= Added Tax, an indirect tax which replaced Purchase Tax in connection with -
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THISTIETHWAI’I‘E & CO0. = Cb’m«F‘oﬂﬁ

Eharm‘ed Accountants
B. thk, Bk, T SR 506 Brogd Street
A. White, F.C.A. . Londen EC43DD
1. Grey, A.CAA. ; :
Telephone: OF B29 9595 s

b ate oot LIt 0

. (C.] Dear ‘Sirs

Let us now luuk at an cxample of a Ietter typed on the stationery nf a
Bntlsh limited company: - :

Telegrams: - : ; ; : Telephone
(3) GraJo ieeDS GRADEN & JONES i
LIMITED :
Home & Overseas Merchanis
DIRECTORS: : Upper Bridge Street
LL Graden, P.G. Jones : LEEDS 2
(b) Jas/ps _ ' ' (e} 13 July 1978

{ﬂ) Oliver Green eznd Co. Ltd. .
25 ¥ing Edward VII 5t.
MANCHESTER HZ5 SED

.-"-_‘—-\_.__‘_‘_-_-

We understand from several of our trade connecticns in Boltea that you are
the British agents for ¥Yetrouw and Galitopoulos AE of Athens.

Will you pleage'send us price-liszts and catalogues for all products
manufactured by this company, together with details of trade discounts and

terns of payment.
We look forward to hearing from you.

{£) Yours faithfully
GRADEN AND JORES LTD.

: i Dy

{g) - aﬂc_mmo
J.A. Stevens
Chief Buyer

Note the layout in the example. Currently there are several ways of
setting out a business letter in Britain, and policy in this respect differs

4
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Lo Most letters of enquiry are short and simple, so much so that many firms

have adopted the practice of sending printed enquiry forms, thereby .
eliminating the need for a letter. As a prospective buyer, the writer of an
enquiry states briefly and clearly what he is interested in, and thisis all the
receiver of the letter needs to know. . SRR
It is rather different when the object of your enquiry is to obtain a
" special price for regular orders, or selling rights in your area. In cases like
these you are asking for concessions, and you have to ‘sell’ your proposal
-to the supplier. This requires much more skill than does the writing
of a routine enquir}r: and we will be returning to letters of this type :
shortly. - Ak s . e i
A first enquiry—a letter sent to-a supplier with whom you have not
previously done business—should include: : : 2

e (a) A brief mention of how you obtained your potential supplier’s I_l;éli[l‘;ﬁ.
. Yoursource may be an embassy, consulate; orchamberof commerce;
“ .7 youmay have seen the goods in question at an exhibition or trade fair; .

.-r.-":_ifﬁd;_ " ¢ youmay be writing as the result of a recommendation from a business
AE o0 associate, or on the basis of an advertisement in the daily, weekly or
P trade press. @ Wi — Relomand*Hm -~ AR ek ©
. (b) Some indication of the demand in your area for the goods which the
Smdle! supplier deals in. — COheivhg L.myg, | :
L (¢) Details of what you'would like your prospective supplier to-send you.’
Normally you will be interested in a catalogue, a price list, discounts,
. methods “of payment; delivery times, and, where appropriate,
samples. — ({:‘w “Dang &b :
..+ {d) A ciosing sentence to 't'he enquiry. '1 M‘ﬁﬂ-&““ Lan -
' Here are some suggestions for sentences which you might include fn a
routine enquiry: ' : & N
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|Opening lines | _
1. -Your name has been given us by the British Chamber of Commerce in Hamburg, . . :
o The British Embassy in Copenhagen has advised us to getin touch with you concern-
: 3. We saw your products demonstrated at the Hanover Fair earlier this year, and would like
to know whether . . . :
4. Messrs. Rawlingson and Townsend of Bletchley, who we understand have been doing
business with you for some years, inform us that you may be able to supply us with . . .
5. We have seen your advertisement in last Sunday's Observer, and would be- grateful if
you would let us have details of . .. . :
8. Youradvertisement in this month's issue of The Shoemaker states that you can offer... &

& Chore Yo gun Loy,




te of the market

amand here for high-quality sports shirts of the type you manuere
Iypa of machine is not high, but sales this year will probably exceed ~

are in demand during -the tourist season {Iate May to early
- ?uionhe rest of the year sales are moderate, and often rather low.
st here for arlicles of this type in the higher price ranges, but less
odels sell very well throughout the year. _
nt on a brisk turnover if prices are competitive and deliveries pmmpt

- roe - n
send us your catalogue and price list for .
quoie prices c.i.f. Amsterdam for the follm-ﬂng items in the quantities
9 be glad to receive specifications of your new SE11 typewriter, together with
L "f export price list and details of trade discounts.
giso interested in your terms of payment and in discounts offered for regular
. ln:l large orders.
_': z orders with you we wiil have to insist on prompt delivery. Can you guaramea
(within three weeks of receiving orders? .
q:predate a samp!e nf each of the items listcd above.

riiernce

fooking forward to hearing from you.

3 ﬁq.’pwuate a prompt answer.

wn customers are pressing usfora quotation, we hqpe youwill be able to make
ﬂm a forinight from today’s date.

@ 10 hear from you shortly. -

e season will soon be under way, we must ask you {o reply by the end cf this

st three model letters in this chapter are examples of routine first
_etters 1 and 2 are addressed direct to suppliers, while no. 3 is

an agent.
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eplies to enquiries: offers

aly to an enquiry from a regular customer is normally fairly bﬁef, and
ot need to be more than polite and direct. Provided the supplier is
position ta mcet hlS cnrrespoudcnt s requirements, has repl}' will

: Y 4{ it~ :
12 thﬁ: wnte.r le the letter of enquiry for the letter in question.

all the information requested, and refer bothto enclosures and .
ples catalogues and other items being sent by separate post.
) - additional information, not specifically requeste:d by the: '
151 omer so long as it is relevant.

onclude with one or two lines encouraging the customer to place
irders and aasurmg him of good service.

ies to enquiries ma}r begin in a number of ways. Hme. are some
estions: :

g lines
thanks for your enquiry of 3 April . . .

fe are pleased to have your enquiry about . .

s !hal‘l’{ you for your letter of 6 January, in whlch you enquire about .

eply to your telex of today .. Y

eplying to your enquiry of 2 June_. s

. we are pleased to inform you that. . .

. we have pleasure in confirming that we can . . .

- we can offer you immediately . .

2 thank you for your enquiry, and are p[aased to inform you that our Brazilian agents
pid stocks of all our products.

| reply to your enquiry of 8 August we are enclosing .

.. the brochures you requested.

full particulars of our export models.

. our revised price list.

e thank you for your letter of 4 July and have sent you today, by separate pﬂst

- samples of all our wax polishes.

.patterns of our new silk fabrics. S
Specimens of our latest ball-point pens.

. a full range of samples.




* As an illustration, here is an answer to letter no. 1, page 12; -

Western Shoe (._.‘ﬁmpan}r Ltd.
-  YEOVIL, SOMERSET S19 3AF
: ' ENGLAND

‘15 October 1978

Dear Sirs

'} We thank you for your enquiry of 12 October, and appreciate your interest
) in our products. : ; :

E/ Details of our export prices and terms of payment are ﬁnﬁo%,ﬁ& we have
j arranged for a copy of our catalogué tnbg'amt#oywu’t’éﬁ?‘

) _Our representative for Europe, Mr J.Needhom, -will be in FParis from the
f\i.' T 24th to the 30th of this month, and we have asked him to make an
' I) appointment to visit you during this period. He will have with him a
e full rangs of samples of our hand-made lines, and is authorised to
discuss the terms of an order with you or to negoiiate a contfact.

f!i\_ We think owr articles will be. just what you want for the fashionable
|~ trade, and look forward to the oppertuniiy of doing buciness with you.

- Yours faithfully
WESTERN SHOE COMPANY LTD.

<G

5. Gramville
Export Sales Momager
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rders and executton of orders

seller’s offer is right, an order may be expected to follow. The really
alt part of the business is now over and the remaining corres-
ence is largely routine. The supplier must, however, maintain the
ily, helpful attitude of his earlier letters in all later correspondence.
stages of a transaction he must show the buyer that his aim is to
aim well. Difficulties may arise at any time: unforeseen problems

gplanation, so. that careful wording may be required in a letter to
2 customer in the right frame of mind. In other words, every letter
a to him should be a ‘silent salesman’ and a lasiing advertisement
= writer. It is only in formal letters of advice and instruction that a
pondent should rely on formal phraseology. -

_;= ’ uyer is able to write without such careful choice of language and is
ore brief and ‘to the point’; ~but the modern tendency towards an
‘and more natural style in ‘WIltmg is also noticeable here: couitesy
pothing and a friendly attitude often wins a simiilar response, all of
w n only help trade and improve business relations.

is chapfer, we are dealing largeiy with the export order, so that one
foutine matters shiould be dealt with before we turn to the wording
imunications.

of all, accuracy is essential in the placing of an ordér. An error in
z .ﬁ catalogue number, or a mistyped figure in the quantity column
ie-trouble which it may be impossible to put right later. All this is

the only prudent course. o
by is'also cssential. The bu;-,rer must make clear to the seller exactly
wants Most firms will agree that there is room for improvement
ithe export business there are also other things needed besides an
E description of the goods: for example, method of transport,
; delivery and insurance, or possibly method of payment. if this
been settled already. Then the buyer may require some special
mts for his own use or to satisfy import regulations. These must be
the exporter cannot always know what the buyer requires in
ect. Largr:: firms will most probably use an export order form for

ails of terms and conditions of purchase. A specimen of one of
given on page 38.

scur and misunderstandings ensue. Al these things will need action.-

'
s

smentary, but such errors are known to occur; a double check at all

g the special requirements are printed on this form, and possibly

L

T L R

D . e Ly

ki S L e s i




TELS: 515-857%5
511-2517
_ | Order o

== Il you caumot sepply iﬁtﬁnﬁnmm.dnmth-ikordn_
—< Send paperback il aveilable, unless otherwise staved.

. Towoices 3 copics with shipment, 2 by asireail.

"SEND BY

[0 “ERCURY AIRFREIGHT INTL. LTD. [0 ALFRED AOYLE & WILLAN LTD,
Umikair Cantar "
Greal South Weéat Road i Plalatow
Esst Bedfont -
FELTHAM, MIDDLESEX, TW 14 BMNJ LONDON E, 13,

T MARK AS Fﬂl.l.ﬂ'll'i - .0 MaBM AS FOLLOWS
!'pr separate consuiidation tb._" B Fer separale consolidation Lot
I.-'IBEERI'A. ﬂl.l'l'.ﬂNlCA SuA. / LIBRERIA BRITANICA, 5. A.

Rfe Ganges &4, Rie Canges b4,
MEXICO %, D, F., MEXICD 5, D. F.

When ordering goods a customer will generally include the following
in his letter:

(a) A reference to a visit by the supplier’s representative, or to an adver-
tisement or catalogue, or to a sample, or to previous correspondence.
This applies particularly to a first order. In subsequent orders the
buyer may vegin his letter with:

(b) Details of the goods required: quantity, quaiity, catalogue number
packing, etc.

(¢) Conditions and qualifications.

C((d ) Alternatives whtch are acceptable if the goods ordered are not avail-
able.

(e) A closing sentence, perhaps encouraging the supplier to execute the

.order promptly and with care.

38




ckmg and despatch
Smdug

who has evef tried to pack a Christmas parcel and w":ﬂ has
e frustration that this seemingly. simple operation can entail will
packmg is an art. So badly is it often done that by the time the
iches its destination it may be reduced to a shapeless mass by the
gentle handling it has received on its journey. Only really
)arcels come through the ordeal of transport unscathed. =

y that way during the roughest j journey, and wrap the lot with a
cover of some kind. Somewhere between the thin brown
l that tears open at the first touch and the heavy box that gets
fght but costs more in postage than the contents are wnrth lies
medium that makes the whole thing practical.

sery firm, especially the export firm. The buyer has a right to
this goods will reach him in perfect condition, and the seiier has
a it such a way that they will do so. thmg is more infuriat-
fer than to find his goods damaged, or part.missing on arrival:
g is more likely to lose-a customer. In the export trade serious’
sult, causing the customer great ioss. It is because of these
Iargﬂ export firins have established a special department for
King, and the whole question is under regular review. New
erials are being developed which are light and strong, and
s being found to ensure the safe transport of heavier goods.
ﬁr.ms t:mpi:}y a specialist export packerer fnrwarﬂmg agent
ing for them.
plan in all packing is to make the goods secure for the kind
7 have to make, but to keep the package as small and light
Tansport costs on land usually depend on the weight, but on
_" ze of the package is also important.
pondence, you will find the following list of spﬂclah';ed terms

NG CONTAINERS

ally made of paper, linen, canvas, rubber, or plastic.
> Stronger version of a bag, usually made of jute.

art of packing is to get the contents-into a nice, conipact shape

@ large scale; is the problem that faces the despatch depart-

B ks e e T i
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Made of light but strong cardboard, or
fibreboard, it has double lids and bottoms
which are fixed together.  Sometimes
several cartons are made up into a single
package, held by metal bands.

Stronger than a carton, made of wood,

" cardboard or metal, sometimes with a

folding (hinged) lid.

A strong container made of wood. For
extra strength, cases. may have batfens
fixed to their tops, bottoms and sides.
When thin wood is used, metal bands or

~ wires will be passed around the case.

Cases are often lined with various
materials to prevent dan.age by water, air,
Insects, etc.

This is like a case, but is not fulljf enclosed.

_ It has a bottom and a frame, and is some-

Container

times open at the top. Crates are often
built for the particular thing they have to

. carry. Machinery packed in crates needs a

special bottom, called a skid, to facilitate
handling. -

A very large, mbﬁét, metal construction,

-varying in length from about ten to about

forty feet. It is normally sealed at the:con-
signor’s factory and tramsported un-
opened until it reaches its destination.
Containers are carried by rail, road and by
ship. They may be watertight and airtight,
and goods sent in them cannot be lost or
stolen. Containers are a recent develop-
ment, and they can make transportation
very economical.

A. cylindrical container for iiquids and
powders, usually made of metal or plastic,
but sometimes wood or strong cardboard.




7 | Invoicing, accounting and
| settlement of accounts.

Accounting, banking and payments are subjects which have a-vocabula
and phraseology of their own. When you have mastered these you will ng
have any great difficulty in writing the letters connected with them, fg
the principles of accounting and banking are -almost universal. In fh
chapter we shall study only the correspondence connected with invoicin
accounting (i.e. book-keeping), terms of payment and simple paymen :
When the customer’s order is received by the manufacturer it is a

nowledged by letter or postcard. (See Chapter 5) It is then passed
execution—by the Sales Manager or his department—and the work ¢
_packing the order can begin; or, in the case-of goods not:in stock, ¢
order is sent to the factory for manufacture. In cither case, there
paper-work to be done, as many of the manufacturer’s departmes
(Sales, Accounts, Despatéh, etc.) must have details of the order. A gre
deal of time and work is saved by the modern practice of using one kind
printed form for this purpose, copies in different colours being senttot
different departments. Details of the customer’s name, goods orders
order number, terms and any spcmal instructions will_ be typed on

* form, with space left for the price of the various items ordered. In tk
way, the accounts department can also use one of these copies as the
invoice, or make out as many copies as are needed for a shipping order..

The -invoice is an important document in the export trade, as copie

may be required by banks, export/import agents, shipping companie
customs authorities, and consulates. It is therefore one of the shippis
documents, and as there ave other types of invoices, thts one is called th

commercial mveme,

Here are some ef the terms and abbreviations connected with invoici
and accounting:

Dr. ( = Debit) : Cr. ( = Credit)

a/c ( = account) ¢/f ( = carried forward)
b/f ( = brought forward) Bal. ( = Balance)
c.w.0. ( = cash with order) N/C ( = no charge)

The invoice will be sent to the customer by post, or through an agente
a bank. (See Banking, Chapter 9) In the case of single or isolated transz
tions, payment is then required, either before delivery or on delivery ¢
the goods. This method of payment is called payment on invoice.

64 '




British export invoice:

= ﬁmmm | . EXPORT MASTER _
teeles Mot y701 "33 Jamvery 1979 |“77 T
[F—— . “1ioyds Baok Led.
[ Works Ha A Lk m::dﬁgg-;.;;i
[ ——— il

Drulbeey Datw ’ Elght Draft Amsunt
20 February 1979 N 2
Coamnbry of Srighn Cradlt Terme

B.T.ML Unie Price TOTAL FRICE ]

294 per dozen| 1-‘.6 ‘J; 00

fte 1ighters 'Flick Mk. 1'

per dozen £15 180 oo
: .
C.L.F. Hamburg . | 252 |oo -
|
Ha Ke Setcmal | Cube

e hiisial

15 Kg | 61 = &6 x |46

il i v o L i e ki P

'u:.u-.purn ™ Marks snd Mumberd
55 n:!’é‘mm Belle
AW Treas of Desparch
25 January 1979
Shipping Co. Ltd. oot Lessing [ r—— ——
London Road i
Agarviz Flad i, AW .0, Fary of Dischargs - FREE CIRCULATION H
Hamburg HOM-FAEE CIACULATION £
i > L

Beglatered iu Epngland
183127

it where the buyer has an open account with the seller, the latter will
ant payment on jnvoice. Instead he keeps a record of all invoices
out to his customer and then, once amonth (or once a quarter) he will
an account of all the goods despatched and payments received
65



8|Shipp’.ing and fc)mardiﬁg A

Being an island, Great Britain is more dependent than are most countries
on transport by sed. Although air transport is increasing and is undoubt-
edly the best method for carnrmg oartam typesof gcmds its hm1tatmns are

obvious.
Large amounts of memhandme are transported to the Continent b}r rail

‘and- lorry. There are special ferries which can carry a whole train or

several loaded lorries, so that cargo does not have to be loaded, unloaded
and reloaded at ports. Special wagons, both open and closed, are used on’
train-ferry services, and these include refrigerated wagons for perishable’
goods and tanks for liquids being transported in bulk.

A cross-Channel Ferry Train
84




55 type of transport has greatly enmuraged the use of
mentioned in Chapter 6. Container services pro-
nd re]atlvely inexpensive dmr-to-dnnrdelwerres, and -

& and more popular with exporters and importers alike.

Brry is possible only between Britain and certain other
=5, 50.most goods, unless they are light enough to be

illy by air, have to- go by ship. .

acanbea complicated business, since the expc:-rter and

8 have to observe a variety of rules and regulations which

er the years. These involve a great deal of paperwork

d in detail in any of the available books on moderm -

: this chapter will expla:n only what it is necessary to

Fesp ndence -

letter writing concerning transpurt is betwee:n firms in the _

£ example, sellers make arrangemetits with forwarding -

sowners, while buyers frequently have to contact agents or
mﬂ.'rn country when goods are to b¢ collected from a&

port or railway station.

bu}'er—acmrdmg to which part}r is r&spunmble under the

ent for transport arrangements—hasto know how much it

SN e T poods dehvered. 1t e 1s concerned with regular

ents between twe specific ports, he will know the normal freight

S and will be kept informed of changes, but in other ¢ases ha will have

K¢ enquiries, as in letters 1 and 2:

\r Sirs

5e quote us your freight rate femased cycles for shipment from London to Valetta

et us know when you will be sailing ic: Malta during lhe next thrge months. =~ i
s faithfully _ A

e about to make up an order fora customer in Beirut fogm textile machinery

md in accordance with the terms of the letter of crecﬁt nment has to be
d by 15 January at the latest.

% inform us whether yours. S, Mommg Star will be ahleﬂ?‘el our requirements,
aly quote us a rate for the vurage

ke looking forward to hearing from you.
faithfully %

86 shows a sailing card issued by a -
ing and sailing dates of a cargo vessef
AT e,rlca When sailings are mfrequa
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' ".-9'..'-Baﬁkil'l_'g and paymenis
~ |inforeign trade -

The puipose of this chapter is nat to-deal with all the numerous functioss
-of banking, but to outline the principal services rendered by banks =
“connection with .trade, and to give the reader the vocabulary a=
phraseology which is essential for correspondence and for an understane
ing of the various documents used in matters relating to payments =
COMEICING. =, . . _ ; o
- The main functions of banks are to accept and hold deposits, to honous
- drafts—cheques and bills of exchange—drawn on them, and to_grant
_advancesin the form of loans and overdrafts. Banks also provide services
 such-as keeping customers’ accounts, obtaining and giving information,
transferring funds for payments or investments, handling foreign cur-
rency transactions, issuing letters of credit, acting as trustees, executors
and guarantors, looking after securities ‘and othér valuables, and, in
foreign trade, collecting payments, discounting bills of exchange, and
financing imports and expoerts. _ =
Dealings with banks tend to be rather formal, since such business is
confidential &nd is conducted according to a very strict code of conduct,
and it is inevitable that this formality should be reflected in corres-
__pondence between banks and their customers. So we may reasonably
expect some of the old commercialese of the nineteenth and early twen-
‘tieth centuries to survive in letters written to and by banks, and, in fact, we
- do. The -survival of this formal phraseology has a great advantage in
modern commerce: its meaning is perfectly clear to everyone involved in
transactions with banks, both at home and abroad. :
Nevertheless, banks are commercial institutions, and as such they have
to sell their services. No bank today can afford to rely exclusively on large
customers, and in Britain there has in recent years been a great deal of
competition for the custom of small savers. Correspondence has accord-
ingly been modified so as to appeal to the man in the street, and the .
language of letters written by banks is now closer to the spoken languages

than it has ever been.

1

A SHORT EXPLANATION OF SOME BANKING

TERMS

Current account: The account into which a client pays his tradiﬁg receipts
and on which he draws his cheques. No interest is paid on a current
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B  w e

£s make chargés for handling these accourits unless an -
Bum balance is kept in-over an agreed period of time.

& Surplus funds from the currerit account are held in this,
harge or profit due for lending money. - - '

zat ((v.) lend, borrow; (n.) lender, borrower). Bankslend
lomers. Customers borrow from their banks, . :
der in writing from a person to his bank to payondemanda .
| f0 a named person. L

ge: An order in writing from one person to a bank or to
3son, to pay on demand or at a given date, a certain sum to
mam ed in th_ﬂ I-biﬂ.. . : e -
8%t (commercigl): An arrangement with a bank by means of
Syer guaranteés payment to a seller on fulfilment by the seller
agreed conditions. The instruction must be in writing and if
mrevacable’, it cannot be cancelied. _ .

eally means a document used to ‘draw” money from some:
Jut sometimes it is used to refer to tlie money itself. A bill of

£ is often referred to'in a letter as ‘the draft’. I

Fafi: A draft or cheque drawn by one bank on another. ;
@nsfer: Transfer of money from the bank accoimt of a debtor 1
ank account of his creditor by order of the debtor. _
A gebit balance on a bank customer’s current account. This
authorised by the bank.

A document of value given as cover for a loan.. (Collateral
¥ = additional-or supporting cover).

on appointed to protect the interests and property of a
bunable to do so for himself.

= Person appointed to carry out the wishes of another person !

IESPONDENCE WITH BANKS

= nature of much of the business done with banks reduces
ponderice with them chiefly to routine matters, formal instructions,
and requests for informatior. Much of this, too, is done by speciai-
Confidential matters are usually dealt with in interviews between
Banagers and their clients, a practice actively encouraged by British -

? following phrases and sentences are those commonly used in
ction with routine correspondence.
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10 | Insurance -

Insurance has become more and more important as commerce 13
developed. The idea of insurance is to obtain indemnity in-the ever €
any happening that may cause loss of money; insurance is against ri
Dancers, for example, may insure their legs, singers their voices, a8
musicians their hands: indeed, these days it is possible to insure agains
almost any eventuality that may cause loss of one kind or another.

A somewhat different kind of insurance provides for money to be f
to a person at a certain age asan :ncome or as a lump sum, or to be paid
the person’s heirs on his or her death: this is life insurance, now gencras
known in Britain as assurance. % S
* 1t is-not possible in this book to go into the various forms of ins 3
for. private individuals. and we will concern ourselves only with & =
insurance of goods. ' : _ -

Goods are normally insured for the full amount of their value, which s
calculated as: cost of goods + amount of freight + insurance premium + &
percentage of the totalsum to represent areason able profit for the seller:

While goods are being stored—in a warehouse, for example—the
insurance usually covers the risks of fire and Burglary, and other risks ma
also be covered. As soon as the goods are in transit, in other words being
hoved from one place to another, they are insured against the same risks.
The term warehoused or in transit means that the goods are insured
whether they are in a warehouse or in process of being moved.

The usual procedure is to insuze against all risks. This involves a W.A-
clause (with average clause, explained below)..

The word average as used in-insurance means damage (it is derived
from the French word avarie). With average means that the insurers pay

_claims for partial losses, whereas. free of particular average (5.p.A.) means
that partial losses are not covered by the insurance. |
Particular average means partial'loss or damage accidentally caused to
the ship-or to a particular lot of goods. Particular average must be borne
by the owners.of the property suffering the-loss, and is distinct from
general average, which is distributed over the whole ship, freight and
cargo. If, for example; some of the cased cycles, the subject of létter no. 1,
Chapter 8, become corroded by sea-water a particular average loss has
occurred. ‘

General average means any extraordinary loss, damage or expenditure
incurred for the purpose of preserving all the interests imperilled—the
ship, the cargo and the freight: these are said to form a common adven-
ture. A general average sacrifice is when cargo has to be jer:isonéd, that
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means thrown into the sea, to lighten the shlp, when cargo is damaged by

water used to put out a fire; the cost of towing a ship into port for reépair, -

. General average is, in fact, the application of the principle: ‘that
htch is sacrificed for all is borne in proportion by all interested in the '
adventure’. It is older than insurance. '

The York-Antwerp Rules: In earlier times thera was ‘some conflict
between the law of ‘one maritime country and anothef concerning gen-

eral average, so a code was drawn up called the York-Antwerp Rules, and
this is amended from time to time. :

SURERS

rers is the name given to the people who undertake to indemnify the
ed—that is to say the owners of the goods, whether sellers or buyers;
B pay what is called a premium to the. insurers.
Ihe insurers are also called underwriters, and are said to underwrite the
pportion of the indemnification they are prepared to bear. {The word
inated with the insurer’s signature under—now usually bes!de:—-—the:
Bportion he agreed to pay.) : : '
he insurers are either companies; like other business f' irms, or they =
glong to the famous organisation of LLOYD’s. This is a very old society
at started in London in the eighteenth century; the members operate as
fT. iduals and their liability .cannot be limited. (See page 124 for the
tory of Lloyd’s.)

JOCUMENTS USED IN INSURANCE

he policy is the principal document and is the instrument embodying the-
ontrdct, but as the policy may cover a certain period of time, or many
hipments of goods, another document is used called-the certificate. This
issued for each shipment that is made, the particulars of the consign-
aent are entered on adeclaration form and the i insurance agents issue the
gertificate to the senders on behalf of the insurers.
The policy may be known as a ﬁoarmg policy, that is to'say, it covers a
arge quantity of goods for a fairly long period, usually a year, or it covers
goods up to a laige sum of moriey, and such a policy is represented by
gertificates for each separate consignment. '
~ There is also a procedure of insurance often used now, known as open
over, by which there is a rather general arrangement between the insurer
and the insured, that the latter will have all consigriments insured by the
former. '

A cover note is a small document issued by the insurance agents to their
‘customers, to tell them that their goods are insured, and to give proof of
‘this until the policy is ready.
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mplaints and .
diies to complaints

ould not be necessary to complain, since in business every-
ibe done so carefully—details of offers and orders checked,
pervised, quality control carried out expertly—that no mis-
jade and nothing is damaged. Unfortunately, as in other walks

accidents happen, usually because of haste: and lack. of
B. There is often a shortage of staff owing to illness or holidays,

#ble and customers complain. _

8 be a point of honour® with a firm never to blame its employees
ing replies to complaints: the firm has undertaken the work and
#€ part of the firm, therefore the firm itself is at fault and must
Bonsequences. '

aints may be of several kinds, and may arise from the delivery of

icles are delivered in the right quantities, they may arrive later
=cted, thus causing severe difficulty to the buyer and, possibly, to
bmers. Then the quality of the goods may be unsatisfactory:
sthey are not according to the sample or description on the basis of
¥ were ordered, or they may simply be second-rate products,

®ustomer is dissatisfied with the execution of his order, he will
&in. In doing so he shouid refer clearly to the articles in question, by
B2 10 his own order number or to that of his supplier’s invoice, or
He should then specify the nature of his complaint, and finally state
action he wants his supplier to take.

i€ are some examples of letters of complaint written by customers to
ppliers: ' : F

plaint of late delivery
ir Sirs

order no. VF449766 of 4 July 1978

® goods ordered under this number arrived today in good condition, and your invoice
been checked and found correct.

Bver, we have to point out that these articles were ordersd subject to their arriving
re by the end of August. Since they did not reach us until 14 Septembér, we have been
d pressed lo meet our commitments to our own customers.

you will no doubt understand, a recurrence of this situation could well result in our

Stomers placing orders elsewhere, and thisis a risk we are unwilling to take. We must,
erefore, insist that you observe delivery deadlines for future orders.
ours faithfully
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885 do not work out as well as that. Errors occur and goods are -

IS sometimes a shortage of sufficiently trained staff, so mistakes __

¥0ds, damaged goods, or too many or too few goods. Even'if the

i
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[2] Customer complains of repeated defays in delivery
Dear Sirs
Qur order nos. £531, 6687, 6866 and 6892

As we have repeatedly pointed out to you, prompt delivery on your part is essential if we
are tn maintain satisfactory stock levels and fulfil our production schedules. :
Each of the four orders listed above has arrived later than the date siipulated and nrder
no. 6892 was delayed by almnst a month, with the result that we have had to reduce
production by some 5 per cent
We cannot possibly allow this s:tuation to continue, and are sorry to hawe to tell you that
unless you can guarantee to deliver supplies by the dates spaclﬁad in future orcers, we
will be forced to look for another supplier. .
We hope to hear from you very soon.

: Vours faithfulty

3k Cu.smmer recewe.: wrong goods
Dear Sirs
Our order no. J733 .

- We have receivad the domments" anrl taken del'ver]r ﬂ! the goods whrc:h arrived at Port

_Elizabeth on the S.S. Castle yesterday.

We are much obliged to you for the, prﬂrnpt exemtlﬂn of lh'ls order. Everythlng seems to
be correct and in good’ n::onditmn except in case no. 14.

Unfortunately, when we opened this case we found it contained cornpletely d;ﬁaram

articles from those ordered, and we can ml)r presume that a mistake has been made and

that this case is part of anmher order.

As we need the articles we ordered to cnrnpleta delwene&to our wstomars we must ask

you to arrange for replacements to be despatched at once. We attach a list of the'
contents of case 14, and would be glad if you would check this against our order and your

copy of the invoice. In the meantime we are hn::lt:ﬁng the case at your disposal;* please let.
us know what you wish us te:r do wlm it.

Yaurs faithfully

{4] Complaint of in feria}* quality

Dear Sirs ' ; )

We are very sorry to have 1o inform you that your fast delivery is not up to your usual
standard. The material seems to be too loosely woven and is inclined to pull out of shape.
By separate mail we have sent you a cutting from this material, also one from cloth of an
early consignment, so that you can compare the two and see the difference in texture. .
We have always been able to rely on the high quality of the materials you sent us and we
~ are all the more disappointed in this case because wa supplied the cloth to new
customers. As we shall have to take it back we must ask you to let us know, withcut delay,
what you can do to help us in getting over this difficulty.

Yours faithfully
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12 l Agencies

A vast amount of international trade is handled not by direct negoti:
between buyer and seller but by agencies, usually in the country o
buyer. Of course, a large organisation may establish a manufacts
subsidiary or sales company in the foreign country it sells to, but thi
for enormous capital outlay and is beyond the means of most expor
Even for those who can afford to establish branches abroad it may bes
questionable whether they would prove. economical to run. It is,
fore, not surprising- that agencies continue to handle a very large vol
of business.
This chapter deals w:th the correspnndenoe of agencu;s and §
better understanding of the letters contained in it, we w:ll re.f:t
briefly to some of the various types of agents.

The forwarding agent has already been described in Chapter 8, an

~ type of agency should be mentioned again here because there is a gros
tendency for forwarding agents to extend their activities into the fiel8
transport, financing, insurance, and even buying on their own accos '

Mercantile agents may be selling agents or buying agents; both
instructions from their principals, and receive payment for their ser
under some kind of agreement or contract. Brokers and factors are
mercantile agents, but agents with higher degrees of independe:nt
ority. Brokers and factors often deal in commodities siich as fruit,
tural produce, and raw materials, whose prices are subject to s
changes. :

Commission agen.ts buy and sell in their own names, on the best
available, on behalf of foreign buyers and sellers. They charge aceo
sion for their work.

Merchant shippers are import/export merchants who buy z
engirely in their own right and for their own account, but who
considered agents in the wider sense of the term.

Their function is rather like that of the wholesaler in the home
but they have the additional work of attending to shipping arrangen

The letters which follow deal less with the routine side of the w
agencies than with particular problems: terms of operation, compe
supplies, and so forth. The more personal and informal style &
correspondence should prove of value to the student, for a good &
the subject matterand idiom can be applied to matters other thas
connected with agencies.
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[1] Importer asks ﬁ}r ageﬁcy

L. PETERSEN A S.

Glostrupgade 154 i
Copenhagen S : 51

4 January 1978

S el L

Modern Garden Implements Ltd.
Wendover Avenue =
Birmingham UTT SFR

England :

Dear Sirs p -
; i

The excellent nualicy and modern design of your mechanical garden tools, a
selection of which we saw recently in action here, appeals ro us very much.
We have since seen your full catalogue and are interested to know whether
you have considered the possibilities of the market in this country.

Az a leading firm of importers and distributers of many years' standing in -
this trade, we have an extensive sales organisation and a thorough knowledge
of the Danish market., We think your products would sell very well here,

and are prepared to do business with you either on a consignment basis or
by placing Firm orders, if your Prices and terms are right,

We are also intorested in handling a sole agency for you, which we think
would be to our mutual advantage. -

Please let us have ¥our views on these Proposals: if you age interested j
in establishing an agency here, our Mr Friksen would be Fleased to call :
on you in March, when he will be in England.
We look forward to your reply. '1'

Yuﬁrs faithfully

R4 Bl

L. Petersen 4.5,
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i;- 3 I Telegrams
}

Telegrams used to be the usual means of communication in certain types
" l:usme.ss where a letter i$ too slow, and buying and selling on the
rkets or exchanges normally involved the sending of telegrams. Today,
Bowever, these institutions are equipped with telex machines and with
'__"- tﬁlephune lines to foreign countries, and.the mpnﬂance of the
legram in such areas has been greatly reduced.
~ Nevertheless, not every firm can be reached by telex, and long-distance
felephone calls are very expensive, so telegrams are still c:f very great
"_‘ sortance in most branches of commerce.

2 Britain, and in most other English-speaking couumr::s the word
Bl is often used for a telegram sent out of the country, whereas the
em wire normally refers to an inland telegram. Both words can be used
: ans, verbs and adjectivess “We have received your wire
=)—You cabled (wired) us last week’— You have not confirmed
ﬂal:ﬂc (wire) reply’. - :
s we have already seen, firms register a cable address for the conveni-
pce of their business connections. This address consists of a name,
mally some combination based on the name of the company itself or, if
jis is not possible, on the type of business carried on by the firm, followed
tllc name of the town. (See example 1 on page 3)
Telegrams are used for urgent messages, but speed must be paid for,
a good deal of skill is nccessary if great expense is to be avoided. The
©cos it depends on two factors: the distance the telegram has to travel, and
b numbcr of words it contains. It is of the greatest importance to make
ize the telegram is clear, and economy often has to be sacrificed in the
anterests of clarity. The omission of, say, a preposition will save a few
“pence, but it may in certain cases result in ambiguity, and there will
‘_" iously be no saving of either time or money if the receivers have to
gelegraph back to find out what the message really means.
- One of the characteristics of telegrams in English is that prepositions
are usually left out and particles often convey the meaning of verbs.
f@nilarly, pronouns, conjunctions and auxiliaries can be omitted pro-
wided this does not interfere with the meaning of the message. Punctua-
tion is limited to the words ‘stop’ and ‘query’: the former is inserted at the
end of a statement, the latter after a question.

Examples 1 and 2 in this chapter are suggested by letter no. 4, Chapter
3 and letter no. 4, Chapter 4 respectively.

146

1] Engu
WEATHE

PLEASE

ote that
hich is m
D0 to

2] Reply

DYMONT
250 MENS
STOP DE

pte that
ple z

ach othe



| Enquiry for price and delivery date - .
WEATHERPROOF MANGHESTER

PLEASE QUOTE LOWEST SOONEST 250 MENS LITEWATE MEDIUM CIF . ¥
CALCUTTA—DYMONT

¥ote that the words lowest and soonest are used in typical cable language,
Fhich is not always correct in ordinary correspondence. They are under-
tood to mean ‘lowest price’ and ‘earliest delivery date’.

2] Reply from sellers
DYMONT CALCUTTA

250 MENS LITEWATE MEDHLIR ONETHOUSAND POUNDS CIF CALGUTTA :
STOP DELIVERY THREEWEEKS FROM RECEIPT ORDER—WEATHERPROOF

kample above, may be joined if they have a definite connection with

ich other, but this is at the discretion of the clerk who accepts the

wrther telegrams may be exchanged as follows:

_ , Written and signed order form must be sent by mail.
my telegraphic message involving orders must be confirmed.

ere are further examples of cables relating to orders:

) PREPARED PLACE IMMEDIATE ORDER PLASTICWARE SUBJECT TH

REEPERCENT OFF ORDER VALUL
OVER ONEHUNDRED POUNDS

THREEPERCENT ALLOWED ON ORDERS OVER ONEHUNDRED FOUNDS CASH PAYMENT

CAN ORDER THIRTYTHOUSAND MANILLA TWO ENVELOPES iF EXTRA THREEANDHALFPERCENT
OWED '

HEGRET EXTRA THREEANDHALFPERCENT IMPOSSIBLE UNDER FIFTYT

L HOUSAND ENVELOPES STOP
 YOUR DRDER HELD PENDING CABLE REPLY

FOUR TWO BY END WEEK

ORDER AIRFREIGHTED Ex HEATHROW TOMORBOW STOP ARRIVING MUNICH BA 956 SAMEDAY

Bility to supply goods ol
REGRET UNABLE ACCEPT FURTHER ORDERS UNTIL SRR

§ ORDERBOOKS FULL CANNOT GUARANTEE DELIVERY THISYEAR

FWING UNCEATAIN SUPPLY POSITION UNABLE GUARAN

TEE DELIVERY STOP wWiLL CABLE DEFINITE
POSITION NEXTWEEK
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Ote that certain words, such as one thousand and three weeks in the
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