     BUSINESS LETTERS SPECIFIC LANGUAGE
	MAKING ENQUIRIES (SOLICITAR INFORMACIÓN)

	1.- Opening

	1.1.- Tell your supplier who you are  or the sort of organization you are.

	- We are a cooperative wholesale society based in Zurich
	- Somos una sociedad cooperativa de venta al por
mayor con base en Zúrich.

	- Our company is a subsidiary of  Universal Business Machines and we specialize in …
	- Nuestra empresa es una sucursal de Universal Business Machines y nos especializamos en …..

	- We are one of the main producers of industrial chemicals in Germany and we are interested in …… 


	- Somos uno de los principales productores de productos químicos industriales de Alemania y estamos interesados en ...

	1.2 .- How did you hear about the company you are contacting

	- We were given your name by the Hoteliers’ Association in Paris.
	- Se nos facilitó su nombre a través de ........

	- You were recommended to us by Mr John King of  Lawson & Davies.
	- Usted nos fue recomendado por Mr. John King de Lawson & Davies.      

	- The British Consulate in Madrid has told us that  ..….


	- El consulado británico de Madrid nos ha informado que ……

	- We were impressed by the selection of gardening tools displayed on your stand at this year’s  Hamburg Gardening Exhibition .
	- Nos impresionó la selección de herramientas de jardinería expuesta en su stand de la Exposición de Jardinería de Hamburgo de este año.

	2.- Body

	2.1.-Asking for information, catalogues, price lists, etc.

	- Could you please send your current catalogue and price list for ...?
	- ¿Nos podría enviar  catálogo actual y lista de precios de ...?

	- We have heard about your latest (equipment in laser surgery) and would like more details. Please send us any information you can supply.


	- Hemos tenido noticia de su último equipamiento de cirugía laser y nos gustaría tener más detalles. Por favor, envíenos cualquier información que nos pueda dar al respecto.

	- We would be grateful if you could send me a prospectus and details of your fees.


	- Le agradeceríamos  si nos pudiera mandar un programa / folleto  y detalles de su tasas / tarifas / precio de matrícula.

	- I am replying to your advertisement in the June edition  of “Tailor” and would like to know more about ……

- Could you please give more information about your business English course?

	- Le escribo en respuesta de su anuncio en la edición de Junio de “Taylor” y me gustaría saber más sobre 
- ¿Me podría, por favor, dar más información sobre su curso de Inglés Comercial?


	- I would appreciate more details about the University Communications System which you are currently advertising on your website.
	- Le agradecería  (me enviara) más detalles sobre University Communications System que usted anuncia actualmente en su página web.  

	2.2.- Asking for samples, patterns  and demonstrations

	- When replying, could you enclose a pattern card?
	- Cuando responda, ¿nos podría adjuntar un muestrario?     

	- We would also appreciate it if you could send us some samples of the material / product. 

- I would be grateful if you could arrange for one of your representatives to call on me within the next two weeks.


	- También le agradeceríamos si nos pudiera mandar una muestra del material / producto.

- Le agradeceríamos si pudiera concertar la visita de  su representante dentro del plazo de dos semanas.

	- Where can I see a demonstration of this system?


	- ¿Dónde puedo ver una demostración de este sistema?

	2.3.- Suggesting terms, methods of payment, and discounts

	- We usually deal on a 30% trade discount basis with an additional quantity discount for orders over 1,000 units.


	- Normalmente  tratamos (hacemos trato) en base a un descuento comercial del 30 % con un descuento adicional por cantidad  para pedidos de más de  1.000 unidades.

	- As a rule, our suppliers allow us to settle by monthly statement.   


	- Como norma, nuestros proveedores nos permiten  saldar las cuentas por medio de un extracto mensual.

	- We would also like to point out that we usually settle our accounts on a D/A (documents against acceptance) basis with payment by 30-day bill of exchange.


	- Nos gustaría señalar que normalmente saldamos nuestras cuentas  en base  a documento contra aceptación con pago a través de letra bancaria a 30 días.

	- Could you let us know if you allow cash discounts?


	- Nos podría informar si conceden descuentos por pago en efectivo?

	- As we intend to place a substantial order, we would like to know what quantity discounts you allow.


	- Ya que tenemos la intención de hacer un pedido considerable, nos gustaría saber qué descuento por cantidad conceden ustedes.

	2.4.- Asking for goods ON APPROVAL, or ON SALE OR RETURN 

	- We would only consider placing an order if it was on the usual basis of sale or return. If this is acceptable, we will send you a firm order.
	- Únicamente  consideraríamos realizar un pedido si este fuera en depósito. Si encuentran esto aceptable, le mandaríamos un pedido en firme.

	- Would it be possible for you to supply us with a range of designs on an approval basis? 
	- ¿Sería posible que usted nos suministrara una gama de diseños a prueba?

	3.-  Closing

	- If the product is satisfactory, we will place further orders with you in the future.
	- Si el producto es satisfactorio, le haremos más pedidos en el futuro.

	- If the prices quoted are competitive, we will order on a regular basis.
	- Si los precios establecidos son competitivos, haremos pedidos regularmente.

	- We would be grateful for an early reply...
	- Agradeciéndole su pronta respuesta…

	- We look forward to hearing from you (soon).

	- Esperando tener noticias suyas…

	- We hope to hear from you in the near future.
	- Esperando tener noticias suyas en un futuro próximo.


BUSINESS LETTERS SPECIFIC LANGUAGE
	REPLIES  AND QUOTATIONS : REPLYING TO ENQUIRIES

	1.- Opening

	- Thank you for your enquiry of 6 June 2004 in which you asked about...
	- Gracias por su consulta del 6 de Junio de 2004 en la que usted preguntaba ....

	- I would like to thank you for your enquiry of 10 May 2006.
	- Me gustaría darle las gracias por su consulta del 10 de mayo de 2006.

	- We were pleased to learn from your letter of 10 December that you are/were impressed with our selection of ...
	- Nos complace saber por su carta del 10 de diciembre que usted quedó impresionado  con nuestra selección  de ...

	2.- Body

	2.1.-  Confirming that you can help

	-  I am pleased to tell you that we would be able to supply you with ...
	- Me complace decirle que podríamos proveerle de ...

	- Our factory would have no problem in producing the 6,000 units you asked for in your letter. 
	- Nuestra fábrica no tendría problema en producir  las 6.000 unidades que usted pedía en su carta.

	- We can supply from stock and we will have no trouble in meeting your delivery date.
	- Podemos proveerle de nuestras existencias y no habrá problema en hacer frente a su fecha de envío.

	2.2.- “Selling”  your product

	- When you have had the opportunity to see the samples for yourself, we feel sure that you will agree that they are of the highest quality.

	- Cuando usted haya tenido la oportunidad de ver las muestras, estamos seguros de que usted estará de acuerdo en que las muestras son de la más alta calidad.

	- You will be impressed by its trouble - free performance.

	- Usted  se quedará impresionado de sus prestaciones libres de problemas.

	- Our confidence is supported by five-year guarantee.

	- Nuestra confianza está basada en 5 años de

garantía.

	- You can see our wide selection online, go to www.....


	- Usted puede ver nuestra amplia selección en internet ...

	2.3.- Saying that you can´t help /  Referring the customer to another  place

	- I regret to say that we no longer produce this product as there is no longer sufficient demand for it. I am sorry we cannot help you.
	- Lamento decirle que no producimos más este tipo de producto ya que no hay suficiente demanda. Siento no poder ayudarle.

	- We no longer manufacture this product as its retail price tends only to attract the upper end of the market.


	- No fabricamos este producto más ya que los precios al por menor tienden a atraer al extremo más alto del mercado.

	- If you are interested in this product, we advise you to contact ...
	- Si usted está interesado en este producto, le aconsejamos contactar con...

	- We only deal with wholesalers, not retailers. Therefore I suggest you contact ...
	- Tratamos con mayoristas, no con minoristas. Por lo tanto, le sugiero contactar con…

	2.4.- Sending catalogues , price lists, and samples

	- Please find enclosed (We enclose) our current catalogue and price list quoting cif prices London. The units you referred to are featured on page...
	-Le adjuntamos nuestro catalogo actual con la lista de precios cif a Londres. Las unidades a las que usted se refería están en la página... 

	- We should point out that prices are subject to change as the market is very unstable at present.  


	- Debemos señalar que los precios están sujetos a cambiar ya que el mercado está muy inestable actualmente.

	2.5.- Arranging demonstrations and visits 

	- We would be happy to arrange for our representative to visit you and give a demonstration.


	- Nos complacería concertar una cita para que nuestro representante le visitara e hiciera una demostración. 

	- We may suggest you visit our showroom in London where you can see our wide range of products.


	- Le sugeriríamos que usted visitara nuestra exposición de Londres donde usted podría ver nuestra amplia gama de productos.

	3.-  Closing

	- We would like to thank you for your writing and we would welcome any further questions you might have.
	- Nos gustaría agradecerle el habernos escrito y tendríamos a bien recibir cualquier pregunta más que usted pudiera tener. 

	- Please contact us if you have any questions using the above telephone number or e-mail address.

	-  Por favor contacte con nosotros si tiene alguna pregunta en el teléfono arriba indicado o el correo electrónico.

	- We hope to hear from you again soon and we can assure you that your order will be dealt with promptly.


	- Esperamos tener noticias suyas de nuevo y le podemos asegurar que su pedido será atendido con prontitud. 


BUSINESS LETTERS SPECIFIC LANGUAGE
	REPLIES  AND QUOTATIONS : GIVING QUOTATIONS

	1.- Opening

	2.- Body

	2.1.- Prices

	- The net price of this article is $100.00, to which VAT must be added at 17.5%, making a gross price of $117.50.
	- El precio neto de este artículo es $100.00, a lo que se le debe añadir un IVA del 17.5%, lo que hace un precio bruto de $117.50.

	- The price of this model is $ 2,500 at today´s rate of exchange.
	- El precio  de este modelo es de 2.500 dólares al cambio actual. 

	- We can offer you a price of $ 5, 200.00, firm 21 days, after which the price will be subject to an increase of 5%.


	- Podemos ofrecerle un precio de $5.200.00, firme en 21 días, después del cual el precio estará sujeto a un incremento  del 5%.

	- These goods are exempt from VAT (value added tax).
	- Estas mercancías están exentas de IVA.

	2.2.- Transport and  insurance cost 

	- The price is $ 30,000 cfr Hong Kong (the price includes all delivery costs, except for insurance).
	- El precio es de $ 30.000  cfr Hong Kong (el precio incluye todos los gastos de envío excepto el seguro).

	- We will send you replacements for the damaged goods c/p (carriage paid).  
	- Le mandaremos repuestos de las mercancías dañadas sin gasto de transporte.

	- As we are not responsible for the damaged goods, we will send replacements c/f (carriage forward).
	- Al no ser responsables de las mercancías dañadas, le enviaremos repuestos sin gasto de transporte.

	2.3.- Discounts  

	- We allow a 3% cash discount for payment within a month.
	- Damos un 3% de descuento en efectivo para pagos en el plazo de un mes.

	- The net price is $170,00, less 10% discount for

quantities up to 100 units and 15% discount for quantities over 100 units.
	- El precio neto es de $170,00, menos un 10% de descuento en cantidades de hasta 100 y un 15% de descuento en cantidades de más de 100.

	- The prices are subject to a 20% trade discount off net price. We can offer a further 10% discount off net prices for orders of more than 2,000 units.


	- Los precios están sujetos a un 20% de descuento del precio neto. Le podemos ofrecer un  10% más de descuento comercial del precio neto para pedidos de más de 2.000 unidades. 

	2.4.- Methods of payment

	- On receipt of a cheque for the amount quoted, we will send you the article by registered mail.
	-Al recibo del cheque por la cantidad establecida, le mandaremos el artículo por correo certificado.

	- Payment should be made by sight draft, payable at ... (bank), cash against documents.


	- El pago debe ser hecho por talón bancario a la vista,

pagable  en ... (BANCO)... dinero en efectivo contra documentos.

	- We normally allow a 23% trade discount off net prices with payment on documents against payment basis.(D/P)
	- Normalmente ofrecemos un descuento comercial del 23% sobre precios netos en pagos en base a "documentos contra pago".

	2.5.- Quoting delivery date 

	- We are pleased to say that we can deliver by November.
	- Nos complace decirle que podemos realizar el envío para Noviembre.

	- We are sure that the consignment will reach you within the time you specified. 
	- Estamos seguros de que la remesa le llegará dentro del periodo de tiempo que usted especificó.

	2.6.- Giving an estimate

	- I have the pleasure in enclosing our official estimate.


	- Tengo el gusto de adjuntarle nuestro presupuesto oficial.

	- The estimate covers labour and parts and carries a six- months guarantee on all work completed. 
	- El presupuesto  cubre mano de obra y material y lleva una garantía de 6 meses sobre todo el trabajo completo.

	3.-  Closing


BUSINESS LETTERS SPECIFIC LANGUAGE
	ORDERS: PLACING   AN    ORDER   (Covering letter)

	1.- Opening

	- Please find enclosed our order No B4521.
	- Le adjunto nuestro pedido No. B4521.

	- The enclosed order is (No R154) for 50 packets.
	- El pedido adjunto (No. R154) es de 50 paquetes.

	- I would like to place a trial order for the "Letherine" material.
	- Me gustaría hacer un pedido a prueba del  material "letherine".

	2.- Body

	2.1.- Payment 

	- The payment is to be made by letter of credit, which we have already applied to the bank for.
	- El pago va a ser hecho ser hecho por carta de crédito, que ya hemos solicitado al banco

	- We agreed that payments should be made against quarterly statements. 
	- Hemos acordado que los pagos serían hechos en extractos trimestrales.

	2.2.- Discounts

	- We would like to thank you for the 30% trade discount and 10% quantity discount you allowed us.


	- Nos gustaría agradecerle el descuento comercial del 30% y el descuento de cantidad del 10% que usted nos dio.

	2.3.- Delivery

	- It´s essential that the goods are delivered before November, and we reserve the right to refuse goods delivered after that time.
	- Es esencial que las mercancías sean enviadas antes de noviembre, y nos reservamos el derecho de rechazar mercancías enviadas después de esa fecha.

	2.4.- Methods of delivery

	- Please remember that air freight / express rail freight will ensure prompt delivery.
	- Por favor recuerde que el porte (flete) aéreo / por tren asegurará un envío pronto.

	- We advice delivery by road.
	- Aconsejamos envío por carretera. 

	2.5.- Packing 

	- The goods must be shipped in wooden crates marked with your logo for easy identification.

	- La mercancía debe de embarcarse en contenedores de Madera y marcada con su logo para mejor identificación.

	3.-  Closing

	- We will place further orders if this one is satisfactory.
	- Haremos más pedidos si este es satisfactorio.

	- We look forward to receiving your acknowledgement, confirmation.
	- Deseando recibir su  acuse de recibo, confirmación.




	ORDERS: ACKNOWLEDGING AN ORDER

	1.- Opening

	2.- Body

	- Thank you for your order No.....which we received today. We are now dealing with it and you may expect delivery within the next three weeks.


	- Gracias por su pedido No.... que hemos recibimos hoy. Ahora estamos tratando con ello y usted puede esperar el envío en el plazo de las 3 próximas semanas.

	- Your order No. 6712 is now being processed and should be ready for despatch by the end of this week.

	- Su pedido nº 6712 está siendo ahora procesado y debe estar preparado para su despacho para el final de esta semana.

	3.-  Closing


     BUSINESS LETTERS SPECIFIC LANGUAGE
	ORDERS: ADVICE  OF  DESPATCH

	1.- Opening

	2.- Body

	- We are pleased to advise you that the goods you ordered are on  board ...(Ship), sailing from (city) on
...(date). And arriving...(city) on ...(date).


	-Nos complace avisarle que las mercancías que usted nos pidió van a bordo de.....(nombre del barco), que parte de ..  (lugar)........ el día ...,y que llega a......(lugar) ..... el día .......

	- We are pleased to advise you that the goods you ordered No. 88151 will be on flight BA 165 leaving Zurich at 11.00, 9 August, arriving Manchester at 13.00. Please find enclosed copies of invoice A113, which you will need for collection.
	- Nos Complace avisarle que las mercancías que usted nos pidió nº 88151 estarán en el vuelo BA165 que sale de Zurcí a las 11.00, el 9 de agosto y llega a Manchester a las 13.00. Le adjuntamos copias de la factura A113, que usted necesitará para la recogida.

	3.-  Closing


	ORDERS: DELAYS IN DELIVERY

	1.- Opening

	2.- Body

	- I am writing to tell you that unfortunately there will be a three-week delay. This is due to a fire at our factory.


	-Le escribo para decirle que desafortunadamente habrá un retraso de 3 semanas en el envío. Esto es debido a un incendio en nuestra fábrica.

	- We regret to inform that there will be a delay in getting your consignment to you. This is due to a cut in supply. Your order has been transferred to our Slough factory and will be processed as soon as possible. We apologize for the delay. We will keep you informed.


	- Lamento informarle que habrá un retraso en  llegarle  la remesa. Esto es debido a un corte en el abastecimiento. Su pedido ha sido transferido a nuestra fábrica de Slough  y será procesado tan pronto como nos sea posible. Le pedimos disculpas por el retraso. Le mantendremos informado.

	- If you wish to cancel your order. Please let us know as soon as possible.
	- Si desea cancelar su pedido, háganoslo saber tan pronto como sea posible. 

	3.-  Closing


	ORDERS: REFUSING AN ORDER

	1.- Opening

	2.- Body

	2.1.- Out of stock

	- We are sorry to say that we are completely out of stock of that item and it will be six weeks before we could make our next delivery. Please contact us.


	-Lamentamos decirle que no tenemos existencias de ese artículo y pasarán 6 semanas antes de que le podamos hacer el envío. Por favor contacte con nosotros.

	- We are sorry to say that we no longer manufacture this product as demand over the past few years has declined.


	- Lamentamos decirle que no fabricamos más este producto ya que la demanda durante los pasados años ha declinado.

	-  If you wish to cancel your order, please let us know as soon as possible. 
	-Si desea cancelar su  pedido, háganoslo saber lo antes posible.

	2.2.- Bad reputation

	- As our plant is closing for the summer vacation, we would not be able to process your order for the time you have given . Therefore, regretfully, we have to decline it.


	- Como nuestra planta cierra para las vacaciones de verano no podremos procesar su pedido para la fecha que nos ha dado, por lo tanto,
lamentablemente, tenemos que declinarlo.

	- We are sorry to say that we must turn down your order as we have full order books at the moment and we cannot give a definite date for delivery. 


	- Lamento decirle que debemos  declinar su pedido ya que tenemos lleno el libro de pedidos por el momento y no podemos darle una fecha determinada para su envío. 

	2.3.- Unfavourable terms

	- Delivery cannot possibly be guaranteed within the time given in your letter. 
	-No le podemos garantizar el envío en el plazo que nos da en su carta.

	- The discount you asked for is far more than we offer any of our customers.
	-El descuento que nos pide es mucho más que  lo que ofrecemos a cualquier cliente.

	- Our company relies on quick sales, low profit margins

and fast turnover, and therefore we cannot offer long-term credit facilities.
	- Nuestra empresa se basa en venta rápida, bajo margen de beneficios y  rápida facturación, por lo tanto no damos facilidades de crédito a largo plazo.

	2.4.- Size of order 

	- We are a small company and could not possibly handle orders for 20,000 units.
	- Somos una empresa pequeña y no podemos manejar pedidos de 20.000 unidades.

	- Unfortunately our factory does not have facilities to turn out 30,000 units a week.


	- Desafortunadamente nuestra fábrica no tiene instalaciones para producir 30.000 unidades a la semana.

	- We only supply orders by the gross, and therefore we suggest you contact a wholesaler rather than a manufacturer. 
	- Solo servimos pedidos en muy grandes cantidades, por lo tanto le sugiero contacte con un mayorista más que con un fabricante. 

	3.-  Closing


BUSINESS LETTERS SPECIFIC LANGUAGE

	PAYMENT

	1.- Opening

	2.- Body

	- Please find enclosed our invoice nº ...... for $500.
	- Le  adjunto nuestra factura No......de $500.

	- To charge an invoice. 
	- Cobrar una factura. 

	- We look forward to receiving your cheque, from which you may deduct 3% cash discount if payment is made within seven days.
	- Esperamos recibir su cheque, del cual se puede deducir  el 3% de descuento en efectivo si hace el pago en un plazo de 7 días.

	- I enclose your statement as at 31 July (as at = up to this date).. 
- May I remind you that your June statement is still outstanding, and ask you to settle as soon as possible?
	- Le adjunto su extracto de cuenta hasta el 31 de julio. 
- Le recuerdo que su extracto de junio está aún impagado y le pido que lo pague lo antes posible. 

	- If  the balance of $300 is cleared within the next seven days, you can deduct a 3% cash discount. 

	- Si el balance de $300 es pagado en el plazo de los próximos siete días, usted se puede deducir un descuento en efectivo del  3%.

	- We have pleasure in enclosing our bank draft For $400 in payment of your invoice No. .... dated ... 


	- Tenemos el placer de adjuntarle nuestro cheque bancario de $400 en pago a su factura nº .....con fecha de ........

	- We have drawn a cheque for $400 in payment of your invoice...
	- Le hemos extendido un cheque de $400 en pago a su factura…

	- Thank you for your prompt delivery. Please find enclosed our draft for $400 drawn on ..... (bank) ......  Could you please acknowledge receipt?


	-Gracias por su rápido envío. Le adjunto nuestro cheque bancario de $400 extendido en .....(nombre del banco) .... ¿Podría mandarnos un acuse de recibo?

	Our bank advised us today that your transfer of $400 has been credited to our account.

 We would like to thank you and would be pleased to help if you need any further information, or would like to place another order.
	- Nuestro banco nos ha avisado de que  su transferencia de $400 ha sido ingresada en nuestra cuenta. Se lo agradecemos y estaremos encantados de ayudarle si necesita más información  o  quisiera hacer otro pedido.

	- I am sorry to say that I was not able to clear my June account.
	-Siento no  haber podido pagar mi cuenta de junio



	- We regret we were unable to send a cheque to settle our account for the last quarter.
	- Lamentamos no haber podido enviar el cheque para pagar nuestra cuenta del último trimestre.

	- Thank you for your letter concerning the outstanding balance of your account. I sympathize with the problem you have had in clearing the balance and am willing to extend the credit for another six weeks. Could you please confirm that the credit will be settled then?
	- Gracias por su carta referente al balance impagado de su cuenta. Entiendo el problema en pagar el balance y le voy a extender el crédito por otras seis semanas. ¿Podría confirmar que el crédito será pagado entonces?

	Thank you for your letter concerning the outstanding balance of your account. I appreciate your difficulty but we ourselves have to pay our own suppliers and

therefore must insist on payment within the next ten days.
	-  Gracias por su carta  referente al balance impagado de su cuenta. Aprecio su dificultad pero nosotros mismos tenemos que pagar a nuestros propios proveedores. Por lo tanto insisto en el pago dentro del plazo de 10 días.  

	3.-  Closing


BUSINESS LETTERS SPECIFIC LANGUAGE

	CREDIT

	A.- FORMS OF CREDIT .

	      Credit arrangements between two trading companies take two forms

	- Bills of exchange , or  bank drafts  -------- the supplier gives credit to the customer for the period specified ( thirty, sixty or ninety days )
	

	- Open account facilities  ------ the customer is allowed to pay  by monthly or quarterly statement
	

	B.- REQUIREMENTS FOR GRANTING CREDIT .

	- Reputation
	

	- Long-term trading association
	

	- References
	

	C.- ASKING  FOR CREDIT

	1.- Opening

	- I am writing to ask if it would be possible for us to have credit facilities in the form of payments by 60-day bill of exchange.
	- Le escribo para preguntar si sería posible que nos diera facilidades de crédito en la forma de pagos de  letras a 60 días. 

	- Could you let me know if you would allow us to settle on monthly statements?
	- ¿Me podría decir si nos permitiría saldar cuentas en extractos mensuales?

	2.- Body: Convincing your supplier

	-  We believe that we have established our reliability with you over the past six months and would like to settle accounts on a quarterly statement basis.
	- Creemos  que nos hemos  ganado su confianza durante los últimos seis meses y nos gustaría saldar  cuentas en base a extractos trimestrales.

	- As we have been dealing with you for over a year, we feel you know us well enough to give us credit facilities.

	- Como hemos estado tratando con usted  durante más de un año, pensamos que ya nos conoce lo suficiente como para darnos facilidades de crédito.

	- We are a well established company and can offer references if necessary.
	- Somos una empresa establecida y podemos ofrecer referencias si fuera necesario.

	- We can certainly pay on the due dates, but if you would like confirmation concerning our creditworthiness, please contact any of the following who will act as our referees.
	- Ciertamente podemos pagar en las debidas fechas y si  quisiera confirmación de nuestra solvencia por favor contacte cualquiera de los siguientes (nombres, empresas) que actuarán como avalistas.

	3.- Closing 

	- We hope for a favourable decision and look forward to your reply.
	- Esperamos su respuesta con una decisión favorable

	D.-  REPLYING TO REQUEST FOR CREDIT

	1.- Agreeing  to credit

	- As we have been trading for over a year, references will not be necessary. You may clear your accounts by 30-day bill of exchange, which will be sent to Burnley’s Bank  (bank’s address) with shipping documents for your acceptance.


	- Como hemos tratado con usted durante más de un año, no serán necesarias las referencias. Usted puede saldar sus cuentas por letra bancaria a 30 días,  que será enviada al Banco Burnley (dirección del Banco) con los documentos de embarque (transporte) para su aceptación.

	- We are pleased to inform you that the credit facilities you asked for are acceptable, and as we know the reputation of your company, there will be no need for us to contact any of your referees. I would like just to confirm that we agreed settlement will be made against quarterly statements. We look forward to receiving your next order.


	- Nos complace informarle que las facilidades de crédito que usted pidió son aceptables, y como conocemos la reputación de su empresa, no habrá necesidad por nuestra parte de contactar a sus avalistas. . Me gustaría  confirmarles que estamos de acuerdo en que los pagos sean hechos en extractos trimestrales. Esperando recibir su siguiente pedido…….

	2.- Refusing  credit

	- Unfortunately, we never allow credit facilities to customers until they have traded with us for over a year. We are very sorry we cannot be more helpful at present.
	- Desafortunadamente, nunca damos facilidades de crédito a clientes hasta que han tratado con nosotros durante más de un año. Sentimos no poder ser de más ayuda  actualmente.

	- We regret that we are unable to offer open account terms to customers as our products are competitively priced, and with small profit margins it is uneconomical to allow credit facilities .
	-     Lamentamos no poder ofrecer  facilidades de cuenta abierta a clientes ya que nuestros productos son de precio muy competitivo, y con un bajo margen de beneficios no es económico dar facilidades de crédito.

	3.- Negotiating 

	- I regret that we cannot offer you credit for as long as three months, since this would be uneconomical for us. However, we are prepared to offer you settlement against monthly statements. Perhaps, you would let me know if this is acceptable. 
	- Lamento no poder ofrecerle un crédito de hasta tres meses, ya que no sería económico para nosotros. Sin embargo, estamos preparados para ofrecerle pagos en extractos mensuales. Quizás me pueda hacer saber si esto es aceptable. 

	- Though we do not usually offer credit facilities, we would be prepared to consider partial credit. In this case, you would pay half your invoices on a cash basis, and the rest by 30-day bill of exchange. If this arrangement suits you, please contact us. 
	- Aunque normalmente no ofrecemos facilidades de crédito, estaríamos dispuestos a considerar un crédito parcial. En este caso, usted pagaría la mitad de sus facturas en efectivo y el resto en una letra a treinta días. Si este arreglo le conviene, por favor póngase en contacto con nosotros.  


BUSINESS LETTERS SPECIFIC LANGUAGE
	BANKING

	1. - Banks in the U.K.

	       1.1 - Types of banks:

	- Merchant banks: they specialize in the areas of the international trade and finance
	

	- Commercial banks: they are interested in private costumers
	

	- Private Banks: they are the same as commercial banks but tend to be more expensive.
	

	      1.2. - Commercial bank facilities in the U.K.

	a) Current account
	

	b) Deposit account
	

	c) Credit and debit cards
	

	d) Standing orders and directs debits
	

	e) Loans and overdrafts
	

	f) Administrative correspondence
	

	2. - International banking

	a) - Bills of exchange
Drawer: exporter

Drawee: importer
	

	       b)   -  Documentary credits
- Letters of credit (L/C): documentary credits (letters of credit accompanied by documents) are widely used in foreign trade. There are two types of letters of credit: 

· Revocable: those that can be cancelled

· Irrevocable: those that cannot be cancelled except with the agreement of the seller. This one is more usual.
- Documentary credit is governed by the International Chamber of Commerce.
	

	c) - Shipping documents

- Bill of lading: shipping documents that give details of a consignment, its destination, and the consignee.
- Commercial invoice: a document that will include the name and address of the seller and the buyer, the terms of delivery and payment and a description of the goods been sold.
- Insurance certificate: document that an insurance policy is written on.

- Customs form
- Certificate of origin: showing where goods were made, which is used to prevent goods into a free trade area or customs union without being taxed.

- Consular invoice: sometimes a stamp on the commercial invoice, giving permission for goods to be imported, issued by the consulate in the importing country.

- Certificate of inspection: signed by agents to ensure the costumer is getting goods of the type and quality he ordered.

- Health certificate
	

	   d) -The stages en a documentary credit transaction 
- The importer (buyer) asks their bank to issue a letter of credit in favour of the exporter (seller). The importer applies for a letter of credit by filling out a form .This gives the following details:

· Type of credit ( revocable or irrevocable )

· Beneficiary ( the person receiving the money)

· Amount

· How long the credit will be available for ( valid until a certain date )

· Documents involved in the transaction ( bill of lading, insurance certificate, commercial invoice)

· Descriptions of goods.
- The importer’s bank (called the issuing bank) asks a bank in the seller’s country to advise the seller that a letter of credit has been issued in their favour. The issuing bank may also ask the bank in the seller’s country (confirming or advising bank) to confirm the letter of credit.

- The exporters despatch the consignment to the importers and present the shipping documents (bill of lading, commercial invoice, insurance certificate …) to the confirming bank.

- The exporters draw a bill of exchange on the confirming bank. The bank pays the exporters against the bill and then sends the shipping documents to the issuing bank.

- The issuing bank checks the documents and pays the confirming bank

- The issuing bank releases the shipping documents to the importers and debits their account.

- The importers collect the consignments by presenting the shipping documents to the shipper.
	

	     e) . - Standby letter of credit
- Exporters may require a guarantee to make sure that they are paid. This is frequently done by means of a standby letter of credit where the bank will pay the exporters if, for any reason, the importers do not pay. 
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