evropsky
sociéln[
fondvCR EVROPSKA UNIE

MINISTERSTVO SKOLSTV

hod ..

OP Vzdélavani " Py
pro konkurenceschopnost Ustl’.ﬂkv kfﬂ]

INVESTICE DO ROZVOJE VZDELAVANI

A BUSINESS LETTER —REPLY TO OFFER

Here are a few tips for writing a reply to offer:

a closing phrase.

USEFUL VOCABULARY

ACCEPT AN OFFER

AGREE TO PAYMENT BY ...

AS SUGGESTED ABOVE

AT THE LATEST

BE UNABLE TO ACCEPT

BY THE END

COMPETITOR

FAVOURABLE INFORMATION
FIRMLY BELIEVE

FURTHER COOPERATION
INSTEAD OF

LESS ATTRACTIVE

LET US KNOW

PLACE AN ORDER WITH (SOMEBODY)
REDUCE (YOUR) PRICES
SHORTEN THE DELIVERY TIME
SUITABLE

It is often written in response to an offer.

You ask the supplier to reduce the prices or shorten the delivery terms, etc.
If the terms are not advantageous, you refuse the offer.
Start the letter with an opening phrase, then make the request and finish the letter with

PRIJMOUT NABIDKU
SOUHLASIT SPLATBOU ....
JAK BYLO NAVRZENO VYSE
NEJPOZDEJI

NEBYT SCHOPEN PRIJMOUT
DO KONCE

KONKURENT

PRIZNIVA ZPRAVA

PEVNE VERIT

DALSI SPOLUPRACE
(PREDLOZKA) MISTO

MENE VYHODNE

SDELTE NAM

ZADAT NEKOMU OBJEDNAVKU
SNIZIT CENY

ZKRATIT DODACI LHUTU
VHODNY / VYHODNY
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ACCEPTING AN OFFER

Thank you for your offer of....

We could accept your offer only if you would reduce your prices.

We are prepared to place an order with you if you can shorten the delivery time.
We require the goods by the end of this month at the latest.

We request you to agree to payment against documents instead of by L/C.

We firmly believe that you will reduce your prices as suggested above.

&

Letter of credit (L/C) — akreditiv
Payment by L/C

We shall be glad to place our order with you if you...
We are prepared to place an order with you if you.....
reduce the prices by 12%

shorten the delivery time by one week

REFUSING AN OFFER

Unfortunately we are unable to accept your offer as your terms do not meet our requirements.
We are sorry to say we have found offers of other firms more suitable.

Please let us know whether you can meet our requirements (wishes).

We apologize that we cannot give you more favourable information.

We are sorry to have to let you know...

Your terms and prices are less attractive than those of other competitors.

We are looking forward to our further cooperation.
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LETTER 11

PROWEAR

Washingtonska 22

120 55 Praha 12
Republic

25 February 2011

Doomie Cotton Ltd

33 Prague Lane

Birmingham HW 10D
Britain

Reply to Offer No 25/11

Dear Sirs

We thank you for your of 10 January. However, we can accept it only if you
the delivery time by one month as the term two months is the usual delivery time
of your competitors.

If you this requirement, we shall be glad to place our with you.
We await your as soon as possible.

faithfully

James Cameron

James Cameron
Manager
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LETTER 12

Odesilatel: ~ Obuv DC, Kozena 705/25, DéCin

Adresat: SUNSUN Ltd., 256 Sunny Road, Londyn.

Dé&kujeme za Vasi nabidku z 18.1. 2011. Litujeme vSak, Ze Vam musime sd¢lit, Ze Vase ceny
a podminky jsou méné atraktivni nez ostatnich konkurentti. Mohli bychom si objednat vase
zbozi pouze v ptipadé, ze snizite ceny o 12% a zkratite dodaci lhitu o 2 tydny. Ocekavame
vasi odpovéd’ obratem.

LETTER 13

Firma OFFICE SHOP, Ostrovni 164, Pardubice 4 dékuje za nabidku firm¢ Barney & Sons
Ltd., 45 Station Road, Sheffield, UK z 5. tinora.

Sdélte, Ze litujete, Ze musite sdélit, ze jejich ceny a podminky jsou méné atraktivni nez

ostatnich konkurentti. Omlouvate se, ze nemuzete dat piiznivéjsi zpravu. Doufate, Ze jejich
ptisti nabidka bude vyhodnéjsi a budete se t¢Sit na dalsi spolupraci.

LETTER 14

Dé&kujeme za nabidku ze 1.2.2011. VasSe nabidka je pfijatelnd aZ na platebni podminky.
Zadame Vias, abyste pfistoupili na platbu akreditivem misto platbou proti
dokumentiim.Prosim dejte nam védét, zda ndm muzete vyhovét. Vasi odpovéd’ ofekavame
obratem.

LETTER 15

Dékujeme za nabidku z 18.2.2011. VaSe nabidka je pfijatelnd, ale dodaci lhuta je pfili§
dlouha. Jsme ochotni zadat Vam objednavku, jestlize muzete zkratit dodaci lhitu. Zbozi
potfebujeme nejpozdéji do konce biezna. Pevné vétime, Ze dodaci lhiitu zkratite tak, jak jsme
to vyse navrhli. Ocekédvame Vasi odpovéd’ obratem.
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