Basic types of business letters

In the context of international trade, the invoice provides information about goods
exchange between the exporter and the importer. It is prepared by the exporter and
includes a description of the goods, their price and the quantity supplied. It can act
as proof of purchase, informing the buyer that the goods have been sent.

Example No 13

INVOICE No 87/M
GLASS

WARE Boomre St. BB 10 10R
Tel: 1356 761825  Fax: 1356 648822  Telex: 66004961

13 July 200

Wedware Ltd
1-5 Ontario St.

Ontario

CANADA

Your order No 4316

Quantity Description Cat No GBP each GBP set
35 Earthenware A65 25.00 875.00
10 Wedgwood B54 37.50 375.00
15 Bone/Tea V21 12.00 180.00
10 Stafford Red M98 22.60 226.00

CIF 1,656.00
Less Cost & Freight

Liverpool/Dawson 147.00

Less insurance 92.00

10% discount off net price 1,417.00
Less discount 141.70
Total 1,514.30

This invoice is from Glass Ware to their Canadian customer. It would be sent with
copies and shipping documents to the Canadian Bank who are their agents in
England. These documents prove that a shipment has been made from Glass to
Wedware, committed to pay in their Letter of credit. There will also be additional
charges that Wedware pay their bank for handling the transaction.

Solution 1G, 2B, 3F, 4C, 5H, 6E, 7A, 8D
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5.
Payment and its acknowledgement

Privodce studiem

Této kapitole byste méli vénovat vice casu i pozornosti, protoze
dodrzeni vSech platebnich zavazku je jednou ze zdkladnich
podminek dobrého obchodu. Viasna platba déla dobré pratele.
Z toho vyplyva, zZe i slovni zasoba tohoto téematu bude rozsahlejsi
a pri pouzivani odbornych vyraziit byste méeli byt presni.

Proto si udélejte pohodli a navodte ni¢im neruSenou atmosféru
pro klidné studium. Veérim vsSak, Ze mnoho uvadénych situaci
nebude pro vas nicim novym, protoze se s urcitymi formami
platby setkavate casto.

There are some ways how the supplier announces the customer that the time of
payment comes.

Advice of dispatch is an accompanying letter for an invoice.

Sometimes a pro-forma invoice is used. It is an invoice with the words pro-forma
typed or stamped on it.

It is used:

1. if the customer has to pay for the goods before receiving them

The enclosed pro-forma N26 for USD 1,256 is for your order No 4316 and is ready for dispatch.
As soon as we receive your cheque we will send the goods.

2. if the customer does not want the quotation to be changed (pro-forma says
what and how customer will be charged)

Pro-forma invoice No 987 is for your order No 654 in confirmation of our quotation. The total of
EUR 2,420 includes cost, insurance and freight.

3. as a customs document (celni dokument)

Statement of account ( S/A ) is used when a supplier doesn’t want to have an
immediate payment, he prefers granting his customer credit. It is done in the form
of open account facilities ( otevieny ucet ) for an agreed period of time (usually a
month or a quarter, i.e. three months). S/A rarely has a letter accompanying it.

Here is a list of methods of payment used in the home trade or foreign trade. If
you don’t know any expression look it up in the dictionary.

Home trade: postal order, stamp, cheque, Giro, COD, bank transfer, credit
transfer, bank draft, bill of exchange, letter of credit.

Foreign trade: cheque, international Giro, international money order, bank
transfer, international banker’s draft, bill of exchange, documentary credit.
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Example No 14

N
AN

Meddow

Bank plc

Castle Road

London, L34 PC6
ACCOUNT NUMBER 658974231
PAGE 1
STATEMENT NUMBER 01
STATEMENT DATE 1 March 200__
Ms Jane Coperfield
78 Zoo Road
London SW5
Date Particulars Debits Credits Balance
28 Jan Opening deposit (CSH) 300.00 300.00
20 Feb Cheque 000001 (CHQ) | 53.25 246.75
22 Feb Autobank AB659801 (CSH) 60.00 186.75
23 Feb Maitland co (DC) 33.50 153.25
26 Feb Bennet and Sons (CSH) 802.20 955.45
Date 1 March Particulars 146.75 1,102.20 955.45

ABBREVIATIONS: CHQ-cheque, CSH-cash, DC-debit card

Making payment

As soon as the customer receives the invoice he makes the payment and informs
about it his supplier in a business letter. It can look like this:

In settlement of your invoice No 63519, we enclose our cheque for EUR 874.00.
May we add that we are pleased with the way you executed this order. The furniture arrived
exactly on time, and could be put on sale without delay.

Acknowledging payment

After the supplier receives the payment he announces and confirms payment and
expresses the hope for future business. Read the example.

We were pleased to receive your cheque for EUR 874.00. It has been credited to your account,
which is now completely clear.
Please give us the opportunity of serving you again in any way we can.

Study carefully these phrases

N
AN
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AN

We have pleasure in enclosing our
cheque for USD 40.00.

S radosti piikladame nas sek na
40.00 dolart.

In payment of your account we
enclose a bank draft.

Na thradu vaseho uctu ptiladame
bankovni sménku.

Payment is being made by bank

transfer in settlement of your invoice.

for EUR 150.00

Platba je provadéna bankovnim
pievodem na tthradu vasi faktury na.
EUR 150.00
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We have opened a letter of credit. Otevreli jsme akreditiv.

We settled/ covered/ remitted amount. | Uhradili jsme ¢astku.

We obtained statement of account. Obdrzeli jsme vypis z Gctu.
Your balance is CZK 1,200.00. Vas ziistatek jel 200 K¢&.
Cheque was credited to your account. | Sek byl pfipsan na vas udet.

Privodce studiem

Jak muzete sami vidét, cokoli je ze strany zakaznika nebo
dodavatele provedeno, je o tom ihned informovana druha strana.
Urcite si dovedete predstavit ztrdtu casu i penéz, kdybyste méli
béhat na posStu s kazdym oznamenim nebo potvrzenim. Proto je
vedeni obchodni korespondence s vyuzitim e-mailu tak rozsireno.
Doufdam, zZe novych poznatkit nebylo mnoho, takzZe si shrime
zdkladni body této kapitoly a pustme se s chuti do dalsi prace.

Summary

1. Once the goods are ready for dispatch or they have already been dispatched, the
supplier sends the customer an invoice or pro-forma invoice and reminds the
stated method of payment and due date.

2. The customer has various possibilities how to settle the amount. He takes the
agreed one and sends the supplier an announcement of making the payment and
thanks for executing his order.

3. As soon as the supplier has his amount paid he informs the customer about
clear balance ( nulovy zlstatek ) and believes in next co-operation.

Work with text

Revise all the methods of payment both in home and foreign trade given above.
Which one would you take when doing business with a foreign company?
Explain your choice.

If you think the bank transfer is the best, you are right. Both the customer and the
supplier are protect against the risk of non-payer.

Words to remember

pro-forma invoice, settle/cover/handle the account, remittance, statement of
account, credit/debit, clear balance, money/postal order, Giro, bank transfer, bank
draft, due date, payment is due, consignee/consigner, executing order.
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TMA
Vyberte si pouze jedno zadani a poslete jej svému tutorovi.

1.V minulém koresponden¢nim tikolu jste psali v roli zdkaznika objednavku.
Ted budete zase dodavatel. Podle objednavky napisSte fakturu. Napiste
také naveésti o odeslani zbozi.

2. Pokuste se vytvofit konosament (pfepravni doklad). Jednotlivé body
konosamentu ve cviceni pod piikladem €. 12 vam mohou pomoci.

6.

Reminders

If the customer doesn’t settle his account according to the terms of payment he
has to be reminded of the outstanding amount.

There are three steps to remind the non-payer: first reminder, second reminder
and final notice.

First reminder

The first letter is written in a friendly tone and politely as the delay may have been
due to various reasons: - customer can overlook the due date

- he may have sent a cheque which has been lost
This letter should be as impersonal as possible (e.g. use the passive voice), and
always ended by the phrase of disregarding the reminder if the account has
meantime been settled.
Remember to include a copy of the relevant invoice and statement to the first
reminder.

Example of the first reminder

6 February 200 __

Dear Sirs

We would like to draw your attention to the enclosed statement, which shows a balance in our
favour of EUR 5, 500 as at 31 December 200 __. May we remind you that our terms are 30 days

net.

Please send us your remittance as soon as possible. Should you however have settled the account
since this letter was written, please disregard our reminder.

Remember to write the abbreviation Enc at the bottom of a letter every time you
send other things under one covering.

D4
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Questions to the example of the first reminder

1. How long was payment overdue when this reminder was written?
2. What should the customer do if his company have settled their account
in the meantime?

Second reminder

If a customer intends to pay, he usually answers a first request immediatelly. But
if he acknowledges this reminder but still does not pay, or does not answer it at
all, then it is necessary to make a second reminder. Again a copy of the first
reminder has to be enclosed to the second one.

The creditor will write it in a firmer tone.

Example of the second reminder

28 February
Dear Sirs

Two weeks ago we reminded you of the outstanding balance in our favour of EUR 5,500.
According to our records, you have not yet settled the account .

Please give the matter your immediate attention and let us have your payment by 15 March.

Questions to the second reminder

1. Why is this second reminder written again?
2. How long is the supplier prepared to wait for payment?

Final notice
If the debtor gives no reason for non-payment and sends no remittance, the last

course is to use the services of a collection agency ( vymahaci agentura ) or to
take a legal action ( podat Zalobu ).

Example of final notice

18 March

Dear Sirs

We have asked you repeatedly to settle your outstanding account for EUR 5,500. Unfortunately we
have received neither a reply from you nor your remittance.

Unless we receive your payment by 31 March 200 _ we shall be forced to place the matter in the
hands of our lawyer. We sincerely hope you will send us your cheque immediately.

Questions to the final notice

1. What do you notice about the tone of this final notice?
2. What is the deadline for making payment ?
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Study carefully these useful phrases

according to our conditions of sale, podle nasich obchodnich podminek,
your remittance was due on... platba m¢la byt provedena ....

May we remind you that your Radi bychom vas upozornili, Ze vase
payment has been overdue since 1 platba je zpozdénad od 1. biezna.
March.

It is no doubt through an oversight on | Bezpochyby piehlédnuti z vasi strany
your part that settlement is two zpusobilo, Ze platba je 2 mésice
months overdue. zpozdena.

We must insist on receiving payment | Musime trvat na thrad¢ do 31. biezna,
by 31 March, failing this, we shall be | jinak budeme nuceni podat Zalobu.
compeled to take legal action.

We have frequently/repeatedly Opakovan¢ jsme vas upominali o
reminded you of the outstanding neuhrazenou castku.
amount.

Summary

When the date due passed and no remittance has come the supplier has to ask his
customer to settle his account. He does it in three steps.

1.The first request is written in a polite way, because nobody knows what
happened.

2. If no reply comes in a certain time, the creditor uses firmer tone to have his
payment and states later date for payment.

3. After reviewing the situation from the time the account should have been paid
the creditor lets the customer know that he intends to do or to use the services of

a collection agency or to take legal action.

The whole correspondence must have invoice, statement of account and previous
correspondence enclosed.

Pruvodce studiem

Jelikoz byla tato kapitola dosti ndarocnda na pojmy a obraty,
pokuste se proverit nove nabyté znalosti v kratkém cviceni. Pokud
nebudete mit na konci kapitoly stejné vysledky s reSenim, vratte
se k obtiznym pasazim jeSté jednou.

Exercise
Fill in the missing words.

May we 1 you that according to the 2 invoice No 456 for GBP 2,500, your
payment is two months 3 . Would you please either let us have your 4  or an
explanation of why the invoice is still 5 ?

If, however, you have already 6  the account, then please 7 this letter.
Yours 8
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Words to remember

clear the account, remit the account, settle, payment is overdue, outstanding
invoice, disregard a request, reminder/request, final notice, balance in our favour,
be compelled, take legal action, collection agency, debtor/non-payer

Solution

Questions to the content of

- first reminder: 1. about a week, 2. disregard the reminder

- second reminder : 1. account has not still been settled, 2. next two weeks

- final notice: 1. it is direct, impersonal without being impolite, ending
with a threat of legal action, 2. 31 March 200

Exercise. 1.remind, 2. enclosed, 3. overdue, 4. payment/cheque, 5. outstanding,
6. settled/cleared, 7. disregard, 8. truly

TMA
Go back to the example No 13 (invoice) and write first and next second reminder
according to the conditions given in this invoice.

7.

Complaints and their handling

A/ Making complaints

For reflexion
Think about all possible cases that can be reasons for customer’s complaints
e.g. 1. damaged gods

Here you have some situation when a customer is not satisfied

There are various cases for complaints:

- misunderstanding about the goods to be supplied
- awarehouse clerk makes a mistake in address
- goods are delayed - goods can be damaged during the delivery
- amanufacturing defect can be discovered on unpacking

If you realize there is a cause for a complaint, do not delay and complain as soon
as possible. It is clear that you are understandably annoyed yet this is no reason to
write an angry complaint, your company may make mistake too. And there is no
need to open your letter by apologizing for the need to complain.
Simply - explain your complaint (make a detailed description)

- propose ways in which the matter can be put right.
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Look at the example below and answer:

1. How had the damage occured?

2. Why cannot the sweaters be sold?

3. What does the customer intend to do with the damaged consignment?
4. What is enclosed with the letter?

Complaint: Order No 1447

We are writing to you to complain about the shipment of sweaters we received yesterday against
the above order.

The boxes in which the sweaters were packed were damaged . From your invoice No 999 we
estimate that thirty items have been stolen to the value of EUR 250.00.

As the sale was on a CIF basis and the forwarding company your agents, we suggest you contact
them with regard to compensation.

You will find a list of the damaged and missing articles attached, and the consignment will not be
put for sale until we receive your instructions.

Study carefully these useful phrases

N
AN

Opening phrase Uvodni frize

We would like to inform you about the | Radi bychom vés informovali o
delayed consignment. zpozdéné zasilce.

We would like to draw your attention Radi bychom vas upozornili na

to the fact that... skute¢nost, Ze....

Reasons for complaint Diivody ke stiZnosti

We are put to great trouble by this Dostali jsme se timto zpozdénim do
delay. velkych nesnazi.

We complain of the inferior quality. StéZujeme si na podiadnou jakost.
On unpacking the cases we have found | Pfi rozbaleni beden jsme zjistili, ze
goods badly damaged. zbozi je vazne poskozeno.
Closing-suggesting solution NavrZeni FeSeni

We will return the wrong articles to Posilame vam zpét vadné polozky.
you.

We suggest to send replacement for Navrhujeme poslat nahradni polozky
bad items. za vadné.

Pruvodce studiem.

Jiste mi date za pravdu, Ze toto téma je vsem diiverné zndmeée.
Neumim si v dnesSni dobé predstavit clovéka, ktery by se jeste
nesetkal s peripetiemi reklamace vadného zbozZi. A to asi jen
v pripadé vraceni jednoho druhu zbozi. Jind situace nastava pri
reklamaci celé zasilky nebo jeji casti, kdy hodnota zbozZi je
opravdu velka. Proto je dulezité okamzité informovat dodavatele,
popsat duvod nespokojenosti a navrhnout reSeni.

V druhé Ccasti této podkapitoly se zameérime na dodavatele.
Pohodlné se usadte , vzijte se do role dodavatele a snazZte se

dodrzet vSechny zavazky, na kterych jste se se svym zdkaznikem
dohodli.
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B/ Handling complaints

For reflexion
Read the content of handling complaint and according to it define the points in it
(e. g. 1. thank for information about the problem ). Check your answers according
the text below.

Example of handling complaint

Thank you for informing us about the damage to our consignment (Inv. No 999). From our
previous transactions you will realize that this sort of problem is quite unusual. Nevertheless, we
are sorry about the inconvenience.

Please would you return the whole consignment to us postage and packing forward and we will
ask the shipping company to come and inspect the damage so that they can arrange compensation.

If you want us to send you another shipment, please let us know. We have the garments in stock
and it would be no trouble to send them the next fortnight.

It is necessary to exercise tact in handling complaints.
A disappointed customer is entitled to know
- how the mistake will be remedied (odstranit)
- when he will receive the goods ordered
- what he is to do with the wrong consignment
- when he will receive a replacement for defective products.

So first acknowledge that you have received the complaint and thank your
customer for informing you. Tell him that you will try to deal with the complaint
immediatelly and if not, promise to look into/investigate (prosettit) the matter.
Explain how the mistake occured but do not blame your staff because you are
responsible for their actions. If you acknowledge your responsibility, put matters
right as soon as possible and promise not to make this mistake next time.

Study carefully these useful phrases
The following phrases cover the points mentioned above.

Opening phrases Uvodni fraze

We regret to see you are unsatisfied. Litujeme, Ze jste nespokojeni.
We are sorry for the trouble we caused | Litujeme, ze jsme vam zpiisobili
to you. obtize.

Explanation of the matter Objasnéni zaleZitosti

wW looked into/investigated and found | Prosetfili jsme zaleZitost a zjistili, Ze....
that....

In our opinion the cases have been Podle naseho minéni se piti dopraveé
handled carelessly in transit. s bednami nedbale zachazelo.

The delay was caused by a fire in Zpozdéni bylo zptisobeno pozarem ve
a forwarder’s stock. sklad¢ ptepravce.

Suggested settlement Navrhované reSeni
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We are willing/ready/prepared to
compensate you in full.

Jsme ochotni ztratu vam plné uhradit.

We have arranged for the right goods
to be dispatched to you.

Zaridili jsme, aby vam bylo poslano
spravné zboZi.

We appreciate your offer to keep the
goods and are ready to grant you
a discount of 10%.

Radi piijimame vasi nabidku ponechat
si zbozi a jsme ochotni poskytnout vam
10% slevu.

Closing /appology

Omluva

We apologize for this trouble and hope
it will not interrupt our co-operation.

Omlouvame se za potize a doufame, ze
to nepterusi nasi spolupraci.

We hope that this matter is now settled
to your full satisfaction.

Doufame, ze zélezitost je nyni
urovnana k vasi plné spokojenosti.

Exercise

Say if these statements are true or false.

1. There may be a lot of reasons for customer’s complaints.

2. If you are not satisfied with the goods you have to write a strict and angry letter
3. You do not have to propose the way the complaint should be handled.

4. It is good for supplier in handling a complaint to be tactless.

5 Customer has the right to know how the matter will be corrected.

Summary
A/ Complaints

The letter of complaint usually contains:

- the number of the order, invoice, date of dispatch or other important data

concerning the consignment
- a clear statement of what is wrong

- arequest to the supplier to investigate and settle the matter

- arequest for positive results

B/ Handling complaints

The reply to the complaint usually contains.

- an expression of regret that the buyer is not satisfied
- a short explanation of the circumstances which cause the trouble
- a suggestion of a fair settlement of the complaint

- an apology for the unpleasant matter

Words to remember

complaint, handling a complaint, handle/settle a complaint, misunderstanding,

delay, remind, replacement,

damage,

compensation, be un/satisfied,
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investigate/look into the matter, accept the responsibility, solve the problem, put
the matter right, apologize, remedy, be entitled to
Solution

1.

TMA

T,2.F,3.F,4.F,5. T

Vyberte si pouze jedno zadani a napiste obchodni dopis.

1.

Jménem firmy Roman & Co Inc, Board Street, MN1 23M Chicago napiste
stiznost. Sdé¢lte Skloexportu s.r.o., Blatenska 14, Jablonné, ze zasilka
podle objednavky ¢. 654 dosla v potfadku s vyjimkou polozky 23, u niz
bylo objednéno a fakturovano 50 kusii, ale zésilka obsahuje pouze 30 kust
jak je patrno z ptilozenych dokumentii. Zadejte o proSetfeni véci a zaslani
chybéjiciho zbozi letecky, protoze je miizete pfijmout pouze v piipadé, ze
dojdou do konce listopadu.

Jménem firmy Kortison and Son, High Avenue, 165 89V London odpovézte
na stiznost firmy Books Ltd, Letenska 321, Praha 1. Omluvte se za potize,
které zpisobila tovarna tim, ze neoznacila Spinavy material na objednavce
¢. 654. Sdélte svému zdkaznikovi, Ze jste ochotni vyhovét jeho
pozadavkiim a poskytnout slevu v celkové vysi EUR 150.00 z fakturované
castky (faktura ¢. 753) EUR 1, 300. Pod¢kujte za spolupraci a vyjadiete
nad¢ji na dalsi spolupraci.

Pruvodce studiem.

Jestlize neni zdkaznik spokojeny se zbozim, je dulezité presné
formulovat problém a navrhnout resSeni. Pokud jste v pravu,
trvejte na dodrzeni podminek uvedenych v objednavce.
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8.

EMPLOYMENT

Privodce studiem

Tato kapitola je podle mého ndazoru vsSem velice blizka. Urcité
zndte ve svém okoli dosti nezameéstnanych lidi, kteri necekaji
pouze na pomoc pracovnich uradu, ale snazZi se denné procitat
stovky inzerdtu na volna pracovni mista. Proto je také diilezité
vedeét, jak na takovy inzerat reagovat, abyste splnovali podminky
v ném uvedené, a popripadé jak se dobre pripravit na prijimaci
pohovor.

Potencialni zaméstnavatel vyzaduje také Zivotopis, ktery je
vétSinou prvnim kontaktem mezi obéma stranami.

My se naucime psat zivotopis strukturovany podle pozadavkii EU.

Na konci kapitoly se seznamime s nejcastéji uvadenymi
podminkami v pracovni smlouvé podle Zdkoniku prace. Proto
vénujte této kapitole dostatecnou pozornost, urcité je pro budouci
zivot v ramci EU velice uzitecnd.

Po prostudovani této kapitoly budete schopni:
e rozumét pracovnim nabidkdm v inzeratech;

e reagovat na inzerat v podob¢é zadosti o misto;
e napsat strukturovany zivotopis;

e rozumét pravim a povinnostem uvedenym v pracovni smlouvé.

Klicova slova této kapitoly budou uvedena vZidy na konci jednotlivych éasti
kapitoly.

8. 1. Advertising

We cannot imagine modern business without advertising, even the best product or
service will not be sold well if no one knows about it. Advertising has reached
fantastic proportions all over the world. It has found its way to newspapers,
magazines, radio, television, leaflets, catalogues or other media. The main aim of
advertising is to influence people and give basic information. Advertising has
become a prosperous industry employing thousands of people.
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When a company needs to employ new people, it may decide to advertise the job
or position in the advertising section of a newspaper. People who are interested
can apply for the job by sending in a letter of application or covering letter (US
cover letter) and a curriculum vitae or CV (US resumé). A company may also ask
candidates to complete a standard application form.

Work with text
Read the ads from the newspaper of the American company COGNEX and match
them with the information given in italics.

1.Cognex provides evening entertainment for its employees.

2. There is a place for employees to play and unwind.

3. Employees are given the opportunity to travel to foreign countries.
4. Cognex likes to recognize and thank employees for their hard work.

Job Center — Career Opportunities VISION FOR INDUSTRY
New Graduate Opportunities and Intern Programs

A/ President’s Awards given yearly to top performers, with bonuses up to
USD 10,000.

| B/ Hours required: whatever it takes to meet customers’ needs. |

| C/ Plane tickets to visit customers around the world. |

| D/ Tokens for pinball games in company game room. |

| E/ Everything you need to do your best work. |

‘ F/ Patent for developing unique technology. |

‘ G/ Movie tickets for monthly company ““ movie nights “. |

Exercise
Job advertisement

Use these words to complete the adverts: salary, temporary, training, applicant,
requires, experience, rates, leave, apply, position

a/ Cleaner
Local hotel 1 cleaner Monday-Friday, 9am- 1pm. Good 2 of pay. Tel:
0135468757

b/ Accountants
Full-time 1 in busy car hire company. To start immediately. Computer skills
essential. 2 according to age and experience. Phone Busby's on 016578954.
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c/ Sales Assistant
The successful 1 must be hard-working, responsible and honest. Previous 2
an advantage but full 3 will be given. 4  to: Mr Dale, Tel: 0125698 7894.

d/ Nurse
1 position for three months to replace nurse on maternity 2

Words to remember
employer, employee, ad, advertisement, apply, applicant, application, curriculum
vitae, provide entertainment, rate, salary

8. 2. Applying for a job

The letter of application can be as important as the CV in that it often provides the
first direct contact between a candidate and an employer. If this letter is not well
written and presented, it will make a poor impression. The letter of application
normally contains four paragraphs in which you should:

¢ confirm that you wish to apply and say where you learned about the job

¢ say why you are interested in the position and relate your interests to those of
the company

¢ show that you can contribute to the job by highlighting your most relevant skills
and experience

e indicate your willingness to attend an interview

Exercise
Put the parts from Alexandra Station’s application into the right chart of a
business letter.

1. Although I am presently employed by a non-financial organisation, it has
always been my intention to work in commercial environment. I would
particularly welcome the chance to work for your company as I have long
admired both the quality of the products and its position at the market. As
you can notice on my enclosed CV, the job you are offering suits both my
personal and professional interests.

2. Iwould be pleased to discuss my curriculum vitae with you in more detail
at an interview. Pplease do not hesitate to contact me if you require
further information. I look forward to hearing from you.

3. Dear Ms Laudon

4. I am writing to apply for the position which was advertised last month in
The Independent

5. 25 January 200
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10.

52 Hanover Road, Manchester, MH6 8PL, UK

Alexandra Station

Nathalie Laudon, Patagonia, Reitmorstrase 80, 5000 Munich 11, Germany
My work experience is familiar with many of the challenges involved in
public relations today. I am sure that this, together with my understanding
of the needs and expectations of sport and nature enthusiasts, would be
extremely relevant to the position., I am fluent in German and would

definitely enjoy working in a German-speaking environment.

Yours sincerely

H

1

Alexandra Station
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Exercise

Applying for a job — verbs.

Use the correct form of these verbs to complete the sentences: offer, go into, find,
send it off, fill in, apply for.

1. 1 left university six months ago and I still haven't 1 a job. It’s more
difficult than I thought it would be.

2. I'vel a part-time job. I hope I get it, it's four afternoons a week.

3. I'm not really sure what I want to do when I leave school. I might 1
banking like my dad.

4. I'vel the application form and 2 , so now ['ve just got to wait
until I hear from them.
5. Ican't believe it. They 've 1 me that job in New York. They want me to

start next month.

If an applicant decides to apply for a job he sends a covering letter with his
curriculum vitae.

It would be advisable for the applicant to submit a personal data sheet containing
full personal details and information on past experience, education and certificates
or degrees, special qualifications and possible references. The employer might ask
for reference from people who know you, particularly a previous employer. The
person who writes your reference is called a referee.

Exercise

Looking for a job.

Use the words to complete the text: qualifications, application, experience,
interview, sections, CV.

I thought it would be quite easy to find a job when I left school, but it’s been
really difficult. I look through the job 1 in the local paper every week, but
everybody seems to want people with lots of 2 and 1 didn’t do very well at
school. I've sent my 3 to dozens of companies in the local area but nobody
has got back to me. I must have filled in at least thirty 4 forms and I've only
had one reply. I went for an 5 last week but it didn't go very well — they said
they wanted someone with more 6 but I've never had a job! Sometimes [
wonder if I'll ever find anything.

Work with text
Study carefully the following example of a CV and fill in below given
expressions as headlines to appropriate parts of a CV:

References, Education, Activities, Personal Details, Skills, Professional
Experience.
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Curriculum Vitae

Alexandra Station

52 Hanover Street

Edinburg EG1 ML

Phone: 0131 445 0259
E-mail: Alstat@caledonia.net

1991 — 1992 London Chamber of Commerce and Industry
Diploma in Public Relations

1988 — 1991 University of London
BA in Journalism and Media Studies

1981 — 1988  Broadfild School, Brighton
A levels in German, English, History, Geography

1995 — present Public Relations Officer, Scottish Nature Trust
Editor of the Trust’s monthly journal

1992 -1995 Press Officer, Highlands Tourist Board
Co-ordination of media coverage

Summers of  The GlasgowTribune newspaper
1990 - 1991  Preparation of articles covering local community sports events

Govevviiiiiiiiininnnn

T Office 2000 and Windows NT, Excel, Internet, Powerpoint
Languages Fluent German and proficient in French

Additional Driving licence (car and motorcycle)

R N

Cross-country skiing, rock climbing and swimming
Ski instruktor (grade 1)
Secretary of the local branch of ACTION, an association organising sports

Geoffrey Williams, Professor of Journalism, University of London
Brenda Denholm, Sports Editor, The Glasgow Tribune

Words to remember
personal details, education, professional experience, skills, activities, reference,
non-profit making organisation, interview
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8.3. Recruitment

After advertising the vacant position a company will wait (within the stated date)
for applicants. The company will then select the most suitable applications and
prepare a short list of applicants, who are invited to attend an interview.

Another way for a company to employ is by using the services of a recruitment
agency (US search firm), who will provide them with a list of suitable candidates.
Different methods may be used to recruit people.

Applicants may be asked to:

o tell a joke

e take part in a team game with employees from the company
¢ make a five-minute speech

e complete a probation period before being accepted

e give a deep character evaluation of themselves

For reflexion
Maybe you have already been to various recruitments. Which other questions can
the candidate be asked during it?

Exercise
Recruitment
Fill in the paragraph about recruitment with the most appropriate expressions.

Headhunters or executive search firms specialise in finding the right person for
the right job. When a company wishes to 1 a new person for an important 2
it may use the services of such a firm. The advantages for the 3 are that it does
not have to organise the costly and time-consuming process of advertising,
selecting and interviewing suitable 4 . In some cases, the search firm may
already have a list of people with the appropriate 5 for the job. If this is not
the case, then it may act as a consultant, advising on or even organising testing
and simulations to evaluate the candidates 6 in order to select the most 7
person for the job.

Words to remember

vacant position, select, list of applicants, invite for an interview, team game,
probation period, evaluation, headhunter, executive search firm, time-consuming
process
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Content of
confirmation

8.4. Contract of employment

A contract of employment defines the conditions of work as: working hours,
holidays allowed, responsibilities, giving notice ( podani vypoveédi ).

It may contain a job description and give information on fringe benefits such as:
company pension scheme, bonuses, expences, commission ( provize ).

When employment is terminated by either party, notice has to be given in writing
and the set period observed.

When you were successful during the recruitment you are offered a position. This
is made in a form of a covering/accompanying letter and usually two copies of
contract of employment are enclosed to be signed.

Work with text
Read the confirmation of employment and give the main idea of each paragraph.

Confirming employment

With reference to your results during the recruitment of 6 August 200, we are pleased to
confirm the offer of a position as a salesman in our company.

Enclosed are two copies of the contract of employment. Would you please sign both copies and
return them to our office. The other enclosure is given to all emploees and provides information
relating to the superannuation fund, staff canteen, sports and social club, other facilities and

fringe benefits.

Should you have any questions about your conditions of employment, please do not hesitate to
contact our office.

We look forward to seeing you on 1 September and hope that this will be the beginning of a long
and mutually beneficial association.

I. Questions
Answer the questions to the text above.

1. How will the sender of this letter know of the receiver’s willingness to
accept the position?

2. How are the conditions of employment explained?

What other information is enclosed with the letter?

4. When will the applicant start his training?

(98]
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There you have general conditions stated in a contract of employment. According
to it answer the questions given below.

Contract of employment
For Mr Twain

W. & T. Avery Limited
21 Conduit Street
London W1

GENERAL CONDITIONS OF EMPLOYMENT

1. Hours are from 9.00 am to 5.30 pm Monday to Friday.

2. Overtime is not paid, but should emploees be requested to work outside normal working
hours, time off will be given in lieu ( misto platby dostane pracovnik volno ).

3. Three weeks annual holiday plus usual statutory holidays. Annual holidays to be
arranged through the head of department.

4. One month’s notice is required by either party after three months’ trial period. One
week s notice is required during the trial period.

5. Membership of trade union is encouraged by the company, but a final decision on this
matter is left to the employee.

6. Any complaint should be made through the head of department.

REMUNERATION OF STAFF

N

During the first four months of training a salary of ......per annum will be paid.

8. Subsequently a salary of ...... per annum will be paid, plus 5 % commission on normal
sales. Service increments are payable after two years. Performance bonuses are awarded
accoding to the sales management.

9.  Car expenses of ...... are paid per week/per month/per annum, and are reviewed every
two years.
W. & T. Avery Limited Employee
200 200__

I1. Questions

1. How will Mr Twain be paid if he worked until 7.30 pm twice in a month?

2. What are statutory holidays in our country?

3. How much notice would Mr Twain have to give if he wanted to leave the
company after the trial period was over?

4. What is the company’s attitude to their employees joining a trade union?

5. To whom should one complain if working conditions are unsatisfactory?

N
AN
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Study carefully these useful phrases

applying for an offered position

zadost o nabizené misto

fill in application form

vypliite zddost o misto

Company needs to employ new people.

Firma potiebuje piijmout nové
zaméstnance.

CV provides first direct contact
between a candidate and an employer

Zivotopis je prvnim kontaktem mezi
uchazeCem a zameéstnavatelem.

You can be the contribution to the

Miizete byt piinosem pro spole¢nost.

company.
Indicate your willingness to attend the | Naznacte svou ochotu zucastnit se
recruitment/interview. piijimaciho pohovoru.

Employer asks for reference.

Zameéstnavatel zada o doporuceni.

Co selects the most suitable candidates.

Spolecnost vybird nejvhodné;si
kandidaty.

Contract of employment defines the
conditions of work.

Pracovni smlouva urcuje pracovni
podminky.

You are entitled to statutory holidays.

Mite narok/jste opravnén na zékonem
danou dovolenou.

Fringe benefits contain...

Dalsi/okrajové vyhody zahrnuji. ..

You will be paid according to your
performance.

Budete placeni podle vykonu.

Give written notice.

Dejte pisemnou vypoveéd'.

observe the emploees responsibilities

dodrzujte povinnosti zam¢estnance

Time off will be given in lieu.

Misto platby dostanete nahradni volno.

You will be in a
trial/induction/probationary/training
period.

Budete v ivodni/zkuSebni dobé.

You will have 10% commission on
normal sales.

Dostanete 10% provizi z béZzného
prodeje.

Service increments are payable after
two years.

Sluzebni piiplatky jsou splatné po dvou
letech.

Car expenses are reviewed every three
months.

Vydaje na sluzebni vozidlo se
kontroluji kazdé tii mésice.

Summary

Advertisements/ads for employment appear in the media including radio and
television. However, newspapers and magazines are usually the main source for

vacancies.

If replying to an advertisement, as with most correspondence, it is better to simply
state what you are doing (details about yourself), and remember to give reference.
Most companies prefer applicants to supply a CV which is their personal and

working history.
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An applicant ought to be prepared for being questioned during a recruitment and
showing the competence for an offered position.

Signing the contract of employment enclosed in a letter offering the position
makes an applicant successful and happy if the conditions meet his needs.

Task for you

1. Which are the steps that lead from reading an interesting advertisement to
signing the contract of employment?

2. What is the main aim of advertising?

3. What should you state in your application form?

4. What is included in a contract of employment?

Words to remember

applying for an offered position, contribution, willingness, recruitment, conditions
of work, working hours, remuneration, statutory holidays, bonus performance, car
expenses, employee’s responsibilities, be entitled to, trial period, probationary
period, commission, service increments

TMA
Write a letter of application for the following job in the Daily News.

TRANS-TOUR
COACHES

want
TRAVEL COURIERS

In e Europe e the Far East e North and South America

Have you got good interpersonal skills?
Can you speak two or more languages?
Do you want to see the world?

Are you good at working with PC?

Please apply with CV to
The Personnel Manager
Trans-Tour Coaches
London SW1 VC

1y
IICQ\
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Solution

Advertisement

Work with text: 1G, 2D, 3C, 4A

Exercise: job advertisement

- cleaner: requires, Mates

- accounts: position, salary

- sales assistant: applicant, experience, training, apply
- nurse: temporary, leave

Applying for a job

Exercise

- Fiona Scott’s application: A6, BS, C8, D3, E4, F1, G9, H2, 110, J7

- applying for a job: 1 found, 2 applied for, 3 go into, 4 filled in, sent it off,

5 offered

- looking for a job: 1 section, 2 qualifications, 3 CV, 4 application, 5 interview
6 experience

- curriculum vitae: 1 Personal Details, 2 Education, 3 Professional Experience,
4 Skills, 5 Activities,6 References

Recruitment
Exercise: 1 recruit, 2 position, 3 company, 4 candidate, 5 qualification, 6 skills,
7 suitable/convenient

Contract of employment

L. Questions

Confirming employment:1 confirming the offer of a position, 2 conditions

of work, fringe benefits, 3 couraging a contact, 4 hoping in a long association

Confirming employment:

I. Questions

1 by signing both copies of the contract of employment
2 they are explained in the contract of employment

3 information of fringe benefits and other facilities

4 on 1 September

Contract of employment:

II. Questions

1. he would not be paid extra, but he could take four hours” time off
2. these are public holidays, such as Christmas, Easter...

3. he would have to give one month’s notice

4. the company encourages its employees to join a trade union

5. one should complain to the head of department
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Pruvodce studiem.

Prave jste dosli na konec této opory. Doufam, zZe jste si udélali
uceleny obraz, jak probiha obchodni korespondence mezi
zakaznikem a dodavatelem. Abyste si byli jisti, Ze jste zvladli
ucivo dobre, je pro vds pripraveny zavérecny test. V pribehu
studia jste jako POT vétsinou psali ruzné druhy obchodnich
dopisu. Nyni se zamérime hlavné na slovni obraty. Vypracujte
tento zaveérecny test a poslete jej svému tutorovi. Preji hodné
Stésti.

TMA
Final test in business correspondence

A/ Fill in the sentences with the correct words.

1. Many /a/ for your inquiry / b/ 10 September in which you
expressed /c/  in our goods. We are /d/ to offer you 50 /e/ of
required article. The price is /f/ CIF Boston, documents /g/
payment. We can promise /h/ in three months from the /i/ of
your oder. We hope that our /j/ will/ k/ your requests and
look/ 1/ to yourm

2. We/a/ you/ b/ your offer /c/ 10 October but /d//
sorry to /e/ that we can /{/ it only if you /g/ the delivery
time /h/ one month /i/ your price/j/ 7%. If you are able to
/k/ our demands, we shall//l / pleased to place our order/m/
you. We /n/ your reply /o/ return.

3. We are pleased to /a/ our order No 111. The /b/ of delivery
must be /c/ because we must /d/ the goods /e/ the end of
August /t/ the latest. We hope that our /g/ will be /h/
with the /i/ care.

B/ Translate

jsem zodpovédny za vyvoz
pfipomen mi tu odloZenou schlizku
vezmi v uvahu vSechny okolnosti
mame podil na zisku

za téchto okolnosti

vesli jsme ve styk se zdkaznikem
sleva se lisi podle objednavky
vyzvednu t¢ na dohodnutém misté

PN R
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C/ Fill in prepositions
1.The goods are not .... stock. 2. What can you offer us .... immediate
delivery? 3. Can you supply us .... cameras? 4. We should require the goods
..theend .... June .... at the latest. 5. Will you, please, quote us .... Zatec
hops? 6. We should like to have your best offer .... samples. 7. We cannot
agree .... your prices. 8. Payment .... letter of credit is unacceptable .... us. 9.
The delay was caused .... a strike .... the port .... destination. 10. We have
looked .... the matter at once. 11. The bags must have been left .... board ....
mistake. 12. We apologize .... the troubles.

D/ Put each of the following verbs in the correct space in the passage below.
pay, spend, save, open, lend, pay back, earn, afford, owe, borrow

Peter :Jane, I have a problem. I /a/ 300 pouds a week from my job, but I need
to /b/ about 350 pouds a week. I need to pay for food, rent and fares. I
can’t make ends meet on 350 pounds. I have got to /c/ some money. Can you
give me any advice?

Jane : At the moment [ am wel-off. I can /d/ you about 150 pounds. Here
you are. But you should /e/ a bank account. It is simple. After that you can
/7 some money every week and you will not be in trouble.

Peter : But I haven't got enough money to put in a bank account. I can’t /g/

my electricity and gas bills and even I can’t /h/ to go on holiday. I've got no
money at all. Anyway thanks for help. I promise to /i/ the 150 pounds next
month. I won’t forget. I now /j/ you 150 pounds.

E/ Translate
1. Jsme maloobchodnici na trhu s potravinami.
2. Slyseli jsme o vasich vyrobcich od naseho obchodniho partnera.
3. Jestli vaSe ceny budou konkurenceschopné, zaddme vam pravidelné
objednavky.
4. Poslete ndm vas nejnovéjsi katalog a cenik.
5. Zaslete nam svou objednavku co nejdfive, protoze zasoby jsou omezené.
6. Minuly tyden jsme otevieli nasi novou pobocku v Londyné.
7. Vase cenova nabidka nebyla uspokojiva, ocekdvali jsme lepsi podminky.
8. Prosim, vrat'te kopii néalezité¢ podepsanou jako potvrzeni nasi objednavky.
9. Litujeme, zbozi neni na sklade¢.
10. Jsme ochotni dat vam plnou nadhradu za poskozené zbozi.
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Privodce studiem

Uprimné vam blahopreji a dékuji za vas zdajem a snahu. Doufam,
Ze jste studiem ziskali nové poznatky nebo si jiz osvojené znalosti
rozsirili. Moznda se citite unaveni, ale vérim, Ze cas a energie,
které jste studiu veénovali, nebyly ztracenou investici. Sami na
sobé jste si vyzkouSeli, co je to distancni vzdéldavani, a miizete
ted porovnat klasickou presencni vyuku s timto typem studia.
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Zavér

Cilem studijni opory Business Correspondence in English bylo seznamit vas
s nejbéznéjsi obchodni terminologii a frazeologii a naulit psat jednoducha
obchodni sdé€leni.

Vsechny kapitoly a podkapitoly mély stejnou strukturu, na jejimz zacatku jste byli
uvedeni do problému urCité obchodni transakce. V kazdé casti byla probirana
nova klicova slova, kterd vam (alespont doufam) pomohla pii praci s ukazkovym
dopisem a nasledn¢ ve cvicenich. Na konci kapitol jste si vybirali POTy a
procvicovali strukturu a frazeologii jednotlivych typa dopist.

Dbali jste na to, abyste vytvaieli stylisticky celek, dodrzovali normovanou upravu
a zvykali si na bezvadny celkovy vzhled dopisii i jejich jazykovou spravnost.
Doufam, ze tato studijni opora vam dala uceleny piehled o priabéhu obchodni
korespondence mezi zdkaznikem a dodavatelem. Pfesto si vas dovolim upozornit
na to, ze tento text neni vycerpavajici, jak jiz bylo feceno predem.

Pro zajemce o hlubsi studium obchodni korespondence sebevzdélavani v této
oblasti jisté¢ nekonci.

Pteji hodné¢ zdaru do vasi dalsi prace.
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Prilohy

Example.

Work with text.

Task for you.

Study carefully.

TMA.

Summarization.

Questions.

Exercise.
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Pruvodce studiem.

Literature.

Words to remember.
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